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SECRETARY OF WAR! 


No uniform adds glamor to her job 
Chere’s no publicity, no medal. . . she’s 
just in there slugging. Of course vou sa\ 
of her, comfortably, “I don’t know what 
I'd do without her” . . . but man, don’t 


be silly ! VW ithout he ry ou'd be sunk! 


Those endless accurate pages of esti- 
mates, specihcations, contracts, produc - 
. those neat conference 
. . the 
. the end-of-the-day 
think how she handles it 
all, and comes in smiling next morning 


tion s« hedules °° 
digests ... that blizzard of forms. 
appointment lists e° 


dic tation 


for more. 


Of course we'd like to urge you to give 
her a brand new LC Smith, to help make 
her typing job easier. But that’s out for 
the duration, as you know. One thing you 


Repr 


duction of Smith-Corona nationa 


ONUSINGSS &€ 


j 
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that her fy 


ind re 


othce or dealer can he 


can do Is Set 


pewriter Is 


rroperly serviced re our branch 
| | 


But most of all we want to pay just a 
vord of tribute because we know it 1s 
richly deserved. Here's to a girl doing 


one grand job . your own private 


‘secretary of wal 


SMITH-CORONA 


Typewriter Service 


LC SMITH & CORONA TYPFWRITFERS INE 
SYRACUSE NEW YORK 
War production entrusted to us is pre 
cision work calling for craftsmanship of the 
highest order. . . skill won through years of 


making America’s finest office and portable 


tvt 


pewriter 
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Men of Mettle 


Our men of mettle in the armed forces will 


smash their way to complete Victory. 


Their mettle is backed by faith in themselves, 


in their leaders and in the people on the home front. 


It is the job of the people at home to match 


the METTLE of our men on the firing line with 





every bit of METAL we can put into their hands 
in the form of planes, tanks, ships, guns, ammuni- 


tion and all the other needed materials of war. 


BUY WAR BONDS 


INTERNATIONAL BUSINESS MACHINES CORPORATION 








Please mention the Gregg Writer when answering advertisements. 
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A Smash Hit 
Au Ouer the Country! 


FOR SECRETARIAL TRAINING 


APPLIED 
SECRETARIAL PRACTICE 
SECOND EDITION 


By John Robert Gregg 





A national favorite, this text trains the 
student in the procedures, the actual work, 
the customs of the office, business papers, 
office machines, and filing — all as they 


are found in today’s office. 








Skill in shorthand. English, spelling, typing, and secretarial 


arithmetic is carried to higher levels through selected drills. 


Realism is attained in personality training. A marketable person 


ality is buile through specialized projects. 


Special emphasis is placed on training the student to plan and 
carry out a successful job-finding campaign. This is interesting and 


practicable. 


Two practical, correlated workbooks Business Forms for 
A pplied Secretarial Practice, Second Edition, Part I and Part Il 
are available. The use of Part II (advanced) extends the course 
to two semesters. Also, there are available three double-faced 


Victrola records for secretarial training. 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 


Please mention the Greqqa Writer when answering advertisements 
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FREE! Your name beautifully written in 
. 


ornamental! style and a copy of The 


Educator, containing lessons on penmanship, 
sent absolutely free Good for 30 days. Send 
your name with this ad to Ou 


THE EDUCATOR 
612 North Park St. Columbus, Ohio T m 
HIS is an 





+ 
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remely busy season for 
the Credentials Department. Thousands 
of tests come in daily, and many thous- 
Wanted: Office Machine Teacher ands of awards are being mailed daily. 


Written March 5. A valued client needs an In order TO keer the mach nery func- 








expert teacher of office machines. Splendid ae. of 4 ~ +1. 4 - » +h 

sin raat neces } 
school; short year; no evening sessions: gen- oning smoc } ee ecessary ; at the 
erous salary. Our client says, “I heard of a  9peration of handlina tests and reports 


candidate, but did not write her because she 


is not one of yours.” No wonder! Most of go agiong without nterruption. Inquiries 


eee ae — faculty were obtained made without allowing sufficient time to 
Our most recent placement, a man, last elapse between rhe mailing of the tests 
week, $2600. May we help you? and the receipt of the awards not only 
THE NATIONAL COMMERCIAL TEACHERS AGENCY nterrupts the smooth operation of the 
(A Specialty by a Specialist) a " , , ‘ 

E. E. Gaylord, Mgr. 0 Peabody Ave., Beverly, Mass. work but actually delays the report in 
uestion that much more. Each time we 
e required to stop work on mailing in 
order to check through volumes of tests 


and reports, the work is slowed down. If, 


as often happens, the tests are going 
through the regular channels and in ac- 


rdance with the date on which they 


( O] LE( FE were received, it delays the report on 
that particular club of tests to have had 
Op 











t 
the work in order to determine 


to st 

A School of this. 
Business — IF it is necessary to make inquiry about 
awards, pleas: check with your bank or 
Preferred by College post office first to see if your remit- 
tance was cashed and when. That will 
Men and Women vdibana » a 
tell you whether or not the tests arrived 
Students represent 80 colleges and safely. Then, if you feel that you should 
universities and 30 states have had a report, write us, and give 





the information as to whether your re- 
Stenographic, Secretarial, and mittance was cashed and the date. We 
Accounting Courses will then be able to determine if your 

ry arc ore il ct eltl= = h ry) 
Methods Courses for Teachers awarcs were just Cue ee you, oF 
: whether an investigation should be made 

of Business ee al cael Coes ie Ma, al 

Send for free booklet: “The Doorway te VOCuUsS ¢ emma . is - ape 
Opportunity.” 
Court Reporting Course Don't forget to include a complete 
Write for special free booklet about school report with tests and remittance when 
of Court Reporting: “Shorthand Reporting Lj . 4 * cr. d 
es « Profession.” making last-minute requests tor awards. 
Give tests as early as possible to allow 
sufficient time for awards to reach you 
in time for the closing of school. We re- 


THE GREGG COLLEGE ceive countless numbers of ‘‘last-minute™ 











Only high school graduates accepted. 


President, JOHN ROBERT GREGG, 8.C.D. requests for early returns of awards in 
Director, PAUL &. PAIR, M.A. which the report is not complete with 
Dept. G.W., 6 N. Michigan Ave., Chicago, III. tests, or fees have not been included. 


Naturally we have to write for the neces- 
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ta before we can handle the 


if you wish us to mail awards to indi- 
vidual addresses of students, be sure to 
enclose stamped, addressed envelopes 
for each student. This is a good practical 
problem for students to handle! 
In connecti with magazine subscrip- 
tions, if you desire to have the June is- 
sue sent to students’ home addresses, the 
addresses should reach us not later than 
May 10. After that date, our mailing 
ists for June are closed, and we are not 
able to stop the delivery of magazines 
to the school address. 

That may seem early to you, but it 
takes a full week or ten days to record 
the changes, correct the mailing stencils 


and check the revisions—longer, now 
sometimes, on account of the turnover in 
personnel in our own office and at the 
mailers too. And we are due to mail 


June copies early each year to bring you 
the O.G.A. Contest report before you 
save school. With more classes closing 

April and May it will mean an un- 
usually large number of transfers from the 


L 4 +h, ina vid ind mailing list. 


ly 5 going to take some lively “stepping 
year to overcome the handicap of 
time lost in February when the paper 
servation program went into effect 
and a breakdown on the press that kept 
us late again last’ month. But, though 
e noi been able to catch up the 
' 


+ 
> 


>~ @ 


ole week on thi 


= <= 


issue, we are going to 
our very best to have copies ready 
when that June mailing list is completed. 
We know we can count on you to hel 
by getting in your ‘changes’ early! And 
to keep your fingers crossed so that the 
: ervice will not have to call any 
more of our printer's bindery force for a 
month or two at least (that happened in 
March). The April issue should reach you 
a little earlier than last month's. You are 
going to find it especially good reading 
we believe, from cover to cover. 


2 
oO 


"4 
o 
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BUSINESS 


Uses G. W. Awards 


Among the industrial organizations 
that avail themselves of our Awards’ 
Service are many of the largest com- 
panies in the country. 


We are just in receipt of a nice order 
for Gregg Writer Typing Tests placed 
by the General Electric Company of 
Schenectady for their plant in Fort 
Wayne, Indiana. The Gregg Writer 
Typing Tests are the tests used by 
employment managers in determining 
the ability of typists they employ. 


Are you using these tests to deter- 
mine the ability of your students be- 
fore they are ready for jobs? 


» A sample test and quotations will be mailed 

upon request. Just drop us a post card, address- 

ing The Gregg Writer Credentials Department, 
270 Madison Avenue, New York, N. Y. 











Commercial Clubs 


ORGANIZATION, PROGRAMS 
AND PLAYS 


By Archibald Alan Bowle 


published in response to a constant 
demand for a guide in organizing and 
conducting commercial clubs, etc., 
and for programs and plays that can 
be utilized by such organizations. 


Contents 


WHAT YOU MAY EXPECT FROM A COM. 
MERCIAL CLUB 


WHAT TO DO—THE INITIAL STEP 
DUTIES OF ORGANIZING COMMITTEES 
SCHOOL COMMERCIAL CLUBS 
THE ORGANIZATION MEETING 
PLANS FOR THE FUTURE 
SPECIMEN PROGRAMS IN OUTLINE 
FORM 
FIGHT PLAYS, COMPLETE FOR PRO- 
DUCTION 
Cloth Binding, Price $1.00 net 


Discount on orders for six or more copies 


THE GREGG PUBLISHING COMPANY 


New York Chicago Boston 
San Francisco London 
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CARBINE... 


“ ... Increases fire power 33%!’ 


“After 35 years, the Army goes from the 
pistol to the carbine... The Winchester 
carbine is rated high, and is judged to in- 
crease the fire power of the infantry regi- 
ment by 33 per cent.” 


As reported by a prominent news magazine 


“All the men and officers in the infantry 
who have been armed with the pistol will 
carry the carbine instead . . . We believe 
it to be a weapon of great merit...” 
ROBERT P. PATTERSON, Under Secretary of War 


The same manufacturing ability that has made 
Underwood Elliott Fisher typewriters, adding 
and accounting machines famous through- 

out the world, is now being applied 

to the production of carbines. 


TO OUR MILLIONS OF VALUED CUSTOMERS: TYPEWRITERS—New and used 
typewriters are sold only to the U. S. Government for the armed 
services. You may rent used machines under Office of Price 
Administration regulations. 

ADDING AND ACCOUNTING MACHINES — New machines are available 
under War Production Board regulations. We have been able to 
assist many of our customers with their accounting problems. 

RIBBONS, CARBON PAPER, ETC.—We may sell ribbons, carbon paper 
and other supplies for all types of office machines without restrictions. 


MAINTENANCE—Our maintenance service is in complete and efficient 

operation from coast to coast to help you keep your Underwood, 

Carbines arenowin _—Elliott Fisher and Sundstrand machines operating efficiently and we 
mass production by © are permitted to manufacture the necessary parts. 


Underwood Elliott Fisher Company * Enlist Your Dollars 


Former and Future Makers of Typewriters, Adding and Accounting Machines To Shorten The Duration 


Please mention the Greaa Writer when answering 
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OUT OF THE FISHBOWL 


An account of life and laughs at New York City Selective Service 
=) » 
Headquarters by the personal stenographer to its Director 


STAFF SERGEANT ROBERT PURCELL 

lilustrations by Albert E. Lakes 
iniant, it Vas decided, and 
very wisely, to consider New York City as a 
49th State and to assign it a head 
This headquarters has control over 


into a vice was still ar 
Ma- 
up covered 
that 


did | dream, when | fell 
swamp during 
1941 and came 


head to foot 


\rkansas-Loutsiana 


neuvers in separate 


lame tron 


1 som day be 


sitting behind 
Fifth 
Avenue and working as personal stenographer 
o the New York City Director of Selective 
Service Nor did it ever occur to me, 
during a 


in an office overlooking famed 


when 
sergeant 
Maneuvers the 


I stepped on sleeping 
blackout on the 
same year, that I was destined to play a part 


which started when Secretary 


lennessee 


in the program 
of War Stimson pulled Capsule 158 out of the 


famous fishbow! on October 29, 1940 


ry. 

Pui 
curdling yell, and | 
inky dat 


wratl It 


bk “ xd- 
advantage of the 
from his 


rgeant 
took 
forest to flee 
was a close call, and | am sure it 
fleetfootedness that 
than kitchen police! 

October, 


untortunat st gave a 
kness of the 
was only my saved me 
irom a tate tar worse 

| originally entered the Army in 
1940, and 
secretary to Lieutenant Gen 
eral William N. Haskell, 
Commander of the 27th New 
York 
then stationed at 
Clellan, Alabama. Now that 
| am serving on the magic 
island of Manhattan, I would 


served as private 


which was 


Fort Me 


Division, 


to join me on a 
Selective 


like you 
Cook's 

Service Headquarters, and | 
will make effort to 
give you interesting 
and amusing glimpses into 
works 


Tour of 





every 
some 


the way in which it 


MEET ING the Emergency 


utward bound In 1940, when Selective Ser 


quarters 
the 280 | ocal 


Boards ot 


the five boroughs of Man 
Brooklyn, 


Richmond 


hattan, Bronx 


Queens, and 


NEARLY 3,000,000 men 
between 18 and 65 are 
listed in the Local Boards 
of the entire City As I 
this article, far 
than 500,000 (in 
volunteers) are 


write 
more 
cluding 
serving our country in 
every part of the world 
It is interesting to not 
that Brooklyn alone has 
sent more men into mili 
tary service than any on 
of 40 of the 48 States! 
Hitler and his 
really have something to 


When it 


comes to a war tor sur 


cohorts 


worry about 


vival, Brooklyn really is That famous 
im the league! fishbowl 

(SETTING Purcenell. Colonel Arthur V. (\ 
for Vincent as well as for Victory) McDermott 
New York City Director of Selectiv« 
Service, During the last war, Colonel McDer 
mott served overseas as a regimental operations 


is the 


officer and was severely wounded in action. In 
addition to the Silver Star, Purple Heart, and 
three citations for gallantry, he was decorated 
by the English Army with the British Mili 
tary In private life, he is an eminent 
lawyer and a prominent public official 


before th barrag« of his 


Cross 


very morning, 
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\ day's work begins 
he does his mental 
ow. e calisthenics by com 
4 ' _ ) pleting the cross 
f a <a word puzzle in his 


favorite newspaper 


That done, we eg 


© 
\ ‘ Pp into action, I was 
—. assigned to duty 
Called to Arms with Colonel M« 
Dermott and came 

to work for him 

“sight unseen.” I have often wondered during 


the past year whether he has found my work 


good soldier 


satisfactory or whether, like a 
he is merely suffering in silence 
COLONEL McDermott is the 
that has been responsible for the magnificent 
New York City. His 


headquarters is made up of a number of sec 


guiding genius 
manpower record of 


tions, each of which is admirably equipped to 
operate with the utmost efficiency 


The Manpower and 


Division 


Operations 
answers letters of inquiry, inter 
loc al 


quota 


views visitors, and advises 


boards as to their monthly 


of calls 
The Administration and Pet 


sonnel Division has the job of 


keeping our own headquarters 


running smoothly and supervising 


the personnel of the Local Boards. 

Our Medical Division exercises 
control over the more than 2,000 
physicians assigned to the Local 


Boards 

The Occupational Deferment 
Division not 
title but 
whether a man is more important to our coun 


only has a terrifying 
also the delicate task of determining 
try in the Army or in a war industry 
Our Legal Division supervises the 700 law 
yers who give advice to registrants 
QOUR next Division has a long-winded title, 
the Local Board Coédrdination and Inspection 
It does the very important job of 
constantly 
checking up on 
the work of eac! 
Local Board 
This Division 
also investigates 


Division 


and apprehends 
violators of the 
Selective Ser 
vice Law 

Mr. Walter G 
Shackleton is 
the publicity ex- 
pert in charge 


of our Public 
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Relations Division, ar 


nave 


. > j 
ol mtorming the pul ‘ o , ‘a 
A 
\ 


“Selective Service 


his staff 





done a wonderful 


li on Selectiv ~ 


MURRAY HILL 2 


6900. October 16. 1940 Headquarters?” 
tin first registratior 
iy, st holds top pla is tl reddest red 
etter day in_ the istory {fo telephone 
room Althoug! switchl 1 has only 
t positions, filt erators c duty 
that fateful LY 15,000 calls came ir 
ing the st ry telephone cor 
pany made a special check and discovered that 
more than 4,000 “busy signals” were recorded 
just half an hour! In addition, the entire 
Murray Hill exchang s completely tied up 
the whole day, eating a serious telephone 
crisis. No one with a telephone listed under 
Murray Hill could receive any calls One 
official of the telephone company remarked 
that, in all his years of 
x perience, he 1 


had never 


een anything to equal = 


t determine just how/? 
many calls actually were 
received More than} 


twenty intormation clerks 
sat at phones all day an 


swering the terrific tide of 


telephone inquiries. Even 

\ I ¥, more than t years 

ite the average number 

of calls received during a 

iormal day is 2,800, which can easily leap to 


. ; 
event of some unusual news item 


Service 


ITEMS OF INTEREST 


the meeting place « 


The mail room is 
more than 1.000 


incoming correspondence every day 


sample some of the mail for a day. Here we 
a pathetic letter 
1 7 | 1 


which he pleads with us to arrange 


have from an obvious mental] 
case, in 
in the Army 
» tell us 


trying to “‘beat the draft.” 


for him to join a suicide squad 
Scores of others are from people wh« 
of persons who aré¢ 
art usually signed 
fashion as “A mother 
in the Pacific,” “A 
American,” “A conscientious citizen,” 


eran of World War I.” It is 


ot our mail room t reak down the 


rhese letters, if anonymous, 
in some such dramatiK 
with three patriotic] , 
“A vet- 
the arduous duty 
corres 
pondence and route it to the proper depart-] } 
ment accurately and with dispatcl 

mountain of out 
taken care of at the t 


same time t 


There is also a veritable 


going mail that must be 
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-orded 
entire 
ied up 
phone 
under 

One 
iarked 
ars of 
never 


jual = 


n able* 
how 
were 
than 


umber 
ring a 
eap to 
S item} 


Om 1S 


ces ott 


Let's 
re we 
mental 
rrang¢ 
Army 
tell us 
draft.” 
signed 
mother 
itriotic 
A vet- 
is duty 
corres- 


lepart- 


t out 
at the 
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SMILE A WHILE. In the endless stream 
irds and letters that flows into our head 
ters are many curious communications 

now and then, an amusing messagt 
rifts over our desk. It is not difficult to guess 


] 


at an infatuated damsel sent us the following 


tt 

Dear Colonel: Please help me to find my 
vy friend. I haven't seen him in two years 
H s curly hair and blue eyes and is very 
some. He told me his name was Smith 
Please send me the addresses of all the local 
irds and Army camps in the country, so | 

ul ite and ask them, too.” 
Some ot us may 


with 
unfortunate 


sympathize 


the 










son-in-law who 
sent this 


owtul letter 


SorT- 


us 


Board 


am 


“Local 
( hiet I 
cretly married be 


sc 


cause my mother 


Col. McDermott, 
World War ! 
hero, heads Neu 
York City Selec- 
tive Service 
Headquarters 


I have been classihed as 1-A, 
If I keep 


my marriage secret I will have to go to camp 


hates me 
1d have a very low order number 


If I announce my marriage I will have the old 
lady after me. What do you advise?” 

When I see letters like these, 
F ace and quiet of 


1 can hardly 
keep from yearning for the pe« 
i battlefield! 


INFORMATION, PLEASE! Our recep 
tionist would find it easier to answer the $64 
questions over the radio than to solve the per 


plexing problems of the many men and women 
ce sk Service 


} to at Selective 
| 


,no 
Headquarters every day 


~"" 
come nis 


During an ordinary day, some 250 persons 
pass by his outpost, and it is his task to ascer 
their wants, and 


It is not un- 


tain, with diplomatic finesse, 


try to send them away satisfied 
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usual tor as 


many as 750 or 
1000 to descend 
on him with ev 
ery conceivable 
kind of question 
At such times, 
the waiting room 
resembles the 
floor of the New 
York Stock Ex« hange at its 
In most instances, the questions asked can only 
be answered by the Local Boards, and the re 
Pp lite ly 
the 





“Hel-lo!” 


peak trading hour 


ceptionist, with his never-failing smile, 


refers inquirers back to their Boards for 


answelt 


THE UNPAID ARMY. Back in the peace 
ful past, America its Golf 
W idows—those husbands spent 
their time 
numbers of 


was famous fort 


wives whos« 
teeing off on 
these 


spare 
Now 


become 


some grassy 
Golf Widows 
Widows, in 
o sweated and 


range 


Nave Selective Service 


stead, for many of the men wl 


swore their way around a 


golf course have volun 
teered their free time to 
our Local Boards It 
takes an army to build 
an Army, and that army 
is made up of more than 
1,500 Local Board mem 
bers, who pass upon the 
important question of de- 
ciding the fate of each 
registrant These men 


are ably assisted by Gov 


ernment appeal agents, 
examining physi 
cians and dentists. Then 
too, there ap 


peal boards and advisory 


and by 


are 


many 


boards, as well as a count- 


less number of volunteer 
clerical workers. This army, which is fight 
ing the war on the home front, is our Un- 
paid Army 


FORGET - ME 
NOTES. My work \ 
with the New York 


- ° 4, 

City Director has Nid = 4 

been extremely in Cv F ‘ 

teresting, although cs =— ss 
exacting. As —_—— 


very 
his personal stenog 
take all 


his dictation in con 


rapher, | 


nection with the in 
numerable _ letters, 
bulletins, and mem 
oranda that are 


necessary in the ad- Mail-room frenzies 
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A Page from Sergeant Pureell’s Notebook 
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Warrer, April, oot 


ation ot 


(, REGO 


st Selective Set 


ce in this City. During the 


ist veal | have hilled more 
in 30 notebooks with my 

thand. Colonel McDer 
tts dictation ranges tron 


Vitation to speak at a 
er to a very learned and 
stic discourse on Selec 
ve Service Regulations and 
application to a prarti 


oblem. On occasion, | 
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few empty lines. You can im 
agine what a job | had tran 
scribing notes which were 
vritten at random through 
out my notebook! I really was 
taught a beautiful lesson im pre 


paredness That Purcell’s 


Was 
Pearl Harbor! Let it be a les 
son to you, too, whether you are 
in school, in an office or m the 


\rmy 


IN the Army 


you ask. Yes 
also required make there ar a great many short 
tenographic report of any hand writers serving in_ the 
special hearings hel y the armed forces of the United Na 
hrect tions in every corner of the 
Right shoulder—Arms! earth, and their skill in short 

CONFESSION is good for hand and typing has made pos 
soul, and | have quite a confession t sible the completion of many perilous mili 
il One day, Colonel McDermott called tary missions. During actual combat, it is 

¢ into his office for some dictation. I picked their difficult task to take down in short 
y pen and notebook, forgetting that I had hand held orders for the movement of troops 
two empty pages left in it, and hurried in’ as well as administrative orders tor thei 
to his office. While the Colonel was dictating supply and transportation. We who writ 
| discovered my predicament and immediately 
prayed a littl pray¢ that the letter would 
he brief. However sinner must suffer, and 

id to keep hunting through my book 
e dictati g tranticall, I 


shorthand can take pride in the thought that, 


14 


when our enemies see the handwriting on the 
wall, part of the message of their defeat 
will have been ritten it edy shorthand 


symbols 


Opportunities For Women In Accounting 


By 


oo E PING offers excellent oppor 
tunities to the woman is attracted 
to the technical and confidential work ot ac 
ting i work that must be performed on 
chalf of every business organization, every 
mpront mstitutior# ind every governmental 
Ixlivision of the country 
lor many years this held of employment 
vomen has been uncrowded, and with the 
resent shortage of manpower, the demand of 
employers has greatly outstripped the avail 
ible supply. The uncrowded condition of this 
eld of work for women is undoubtedly due 
to the tendency of schools for many years in 
past to devote their principal energies to 
the training of women students for steno 
graphic and secretarial positions. Thirty-five 
cars ago, there were probably as many wo 
n taking bookkeeping courses as there were 
king shorthand courses Conditions have 
anged to such an extent that the number of 
omen bookkeeping students 1s_ relatively 
small. Whatever the reason may be, the num 
her of women now available who have techni 





FREDERICK M. SCHAEBERLE, C 


Pace Instit ute, New 


P.A 
York, N. Y. 


cal traiming tor bookkeeping worl small im 
comparison to the number of women avatlabk 
ior other business vocations 

here are no inherent dithculties, cither as 
to natural aptitude or employer prejudice, to 
deter a woman trom bookkeeping or account 
ing work. It is entirely within the ordinary 
course of events for a woman who has made 


proper technical preparation and wl 


ce 
right kind 


be yond 


oO has 
veloped her executive ability by t 
to ae 
and to | 


of business experience lvance far 
tine bookkeeping Stag< ccome a con 


troller or other chief accounting officer. Many 


be 


such positions in nonprofit institutions, 1 


instances can given of women who 


eeccupy 
n gov 
ernment, and in business concerns 

There are, moreover, plenty of oppor 
tor women to obtain bh 
bookkeey to s 
cure the experience necessary tor advancement 
to 


tunities 
even in normal times 


ginning positions as vers and 


executive stations 


Women usually have a natural aptitude for 


the exacting work required in bookkeeping de 


partments and they Continued on 430) 


page 
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“Business Bees for the Sten ographer 


By CHESTER E. SHULER 


E alert—to 
best 
note your own failings and mistakes 
> BE busy—and There'll al 
ways be something to do tf you look around 
desk. And in 
need to “look 
> BE courteous—to 
cheap, but invaluable 
friction. No one will 


employer's 
and 


recognize youl 


interests, follow his wishes, 


businesslike 


your most offices you won't 


everyone. Courtesy is 
It oils life’s machinery, 
think less of 

they may 
It’s difficult 


prevents 
you because you've been courteous 
think a great deal more of you 
to mistreat a courteous person 
> BE dtplomatic—find the 


do everything. If you have 


‘ 
‘ 
other’s error, do it delicately. Learn to 


“right way to 
o point out an 
“sugar 
that 


and kee Pp friends 


some of the unpleasantries 
office. You'll make 

Others will try being diplomatic 
> BE 


usually go together 


coat” aris¢ 
in any 
with you 

rhey 
But don’t waste nervous 


energetu and = enthusiastic. 


energy; direct that energy, make every stroke 


count for something. The boss is paying you 


for your energy; see that he gets his money’s 


worth. Continue to be enthusiastic about your 
shorthand and your typing; keep abreast with 
latest 
booster for the 


gaged. 


improvements in shorthand; and be a 
business in which you're en 


lf you can't be, get another job. 


> BE forgetful—of your own troubles, after 
you enter the office (It’s an actual fact that 
very few people really care to hear about 
them—especially in a busy office!) 


> BE glad. A national employment agency 
found that one of the qualifications most often 
demanded in a was “cheerful 
learn to look 


[here are a 


stenographer 
ness.” So be a “glad detective” 
for something to be glad about! 
host of things, even in an office located in this 
be glad that you 


vale of tears! For instance 


have the opportunity to work! 
> BE helpful 
in the office as 
Blessed is the force is a 
happy, coOperative group, a “team” working 
together for the good of the business and each 
other! Cooperative hands make light labor. 
3e helpful to others—and most likely they'll 
practice the Golden Rule. Do it yourself, 


leam-work wins, 
field 


cooperative 
well as on the athletic 
office 


be ss whose 


anyway. 
> BE industrious—that’s what the boss had 
in mind when he hired you. Work hard—not 
because the boss will like it, but that you may 
reap the blessings and benefits of work itself 
(Our office boy says the janitor is “in-DUST- 


rious” because he raises so much dust but 
DUST raised in working hard is excusable. 
you know.) 

> BE jealous—of your employer’s best in- 
terests. Jealousy is not a vice if properly di 
rected. Be jealously hel 1 to the firm that 


employs you! 


> BE kind—to everyone and everything, in 
cluding that typewriter of yours. Give it 
nearly as much care as you'd give your aut 


often, and it will 


and neater 


mobile clean it 


repay 
your kindness with easier operation 


work 


> BE /oyal—to the man, woman, or firm that 
employs you. You were loyal to your school 
or business college—now bring that sam 


brand of loyalty with you to the ofhce and put 
it to work 


disloyal person around 


It'll pay! Anyway, who wants a 


> BE modest—in speaking of your accom- 
plishments, past, present, and future Real 
ability cannot be hidden and seldom need be 
advertised verbally 

> BE neatness fied Everyone ad 
mires neatness. And most employers insist 
upon it when it mes to writing letters! 

> BE obedient. Do exactly as instructed 
even the seemingly unnecessary and foolish 


things you'll probably be asked to do in that 


first position of yours. Your boss probably 
knows what he wants done—and he’s paying 
you. “Before one can give orders correctly, 
he must learn to obey orders” is an old adage 


want to be The Boss some day! So 


to learn t 


You may 


now's the time obey 


> BE punctual. Of course, you'll always get 
to work on time. But be 
thing. Behind-timeness is inexcusable in busi- 
ness \ time, but it 
magnifies tremendously when one 1s habitually 
that 
> BE quiect—at 


sitting at his 


punctual about every 
half-minute is a brief 


much late 


times. If 


your 
desk apparently doing 


nothing, don’t think that he wants you to talk 


be SS 15 


to him. He may have something weighty on 
his mind, and he doesn't need your help in 
planning it out 
: reticeni concerning usINess Matters 
> BI t t g | tt 
If your employer entrusts a secret to you, 
3 pio} ; 
keep that secret; store it away in a little 


1 let it lie there until 


e rat Xe sn't 


recess of your mind an 


1 
ask, it 


he asks you about it If | 
won't matter. Secretiveness in a stenographer 
indispensable in cet 


(Continued on page 410) 


or secretary is an asset 
tain lines of work 
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. So 


5 get 
very- 
busi- 
ut it 
ually 


your 
loing 
talk 
y on 
p in 


ters 
you, 
little 
until 
k, it 
pher 
cel 
410) 








Grecc Writer, April, 1943 


401 


DESIGN THE BUSINESS LETTER 


If you want to get action, not only the contents of your letter, 
but its setup should be “designed” to get your message across 


By DR. THOMAS TAPPER 


was my unusual privilege to work edi 
| torially and for some years with the late 
Arthur e outstanding 
psychological analyst of what is involved in the 
thoughts on paper 

readers could get all the 


Brisbane, perhaps tl 


cess OT SO 


pr presenting 
that even unskillful 
message that the writer put into them 


That is— 


1. Visualizing a matter vividly as a word 
picture and so expressing it that it be 
comes graspable by another mind with a 
minimum of effort 


2. Making the printed message appear to 
the eye of the reader in its mechanical 
constructive factors of paragraphing, 
sequence, italics, indentations, capitali- 


ations, spacing, and the like, so as to 
arouse in him a really keen desire 
to read what he ts looking at—the eye 


in this instance being the sales agent for 
inducing the mind to look into the mat 
ter, 


MR 


ple ever master 


that they get, from what is before them, all the 


BRISBANE 


the art of reading to the extent 


recognized that tew pe 


meaning that was originally intended for thei 
information, direction, or benefit. For he knew 
that the run of readers skim and skip, glance 
and guess, and let it go at that. His writing 
was always in the spirit of first-aid to the un 
skilled reader 

Chus operating, Mr. Brisbane became widely 
This 
was conceived by him essentially as a technique 
wished to 


known for the simplicity of his diction 
by which to put over the idea he 
convey 

Inasmuch as his readers ranged throug] 
a wide area of mental types, he assumed thx 
importance of his message to be equal for all 
readers, but the word presentation of it he set 
at the reading level of the least skillful. 


IN the spirit of this procedure, let us follow a 


business letter through from start to finish, 


noting— 


What it has to say 

How it is best expressed in words 

How best to blueprint it in the form of 
a letter sheet for the easiest mental en- 
counter by the recipient 


There are, then, three primary tactors con- 


cerned in every good piece of business Col 


respondence 


l. The Message, aS Cxpre ssed by 


2. The Person who dictates it to 


3. The Stenographer who will produce the 


blueprint from which it is hoped the 


reader will act 


THE DICTATOR is responsible for the pur- 
pose of the letter. He should be, but often is 
not, one who can say what he has to say in 
words of exact individual meaning, each used 
in forceful sequence. 


THE STENOGRAPHER is 
generally for the appearance of the message on 
paper. She should be gifted in the art of ar 
ranging dictation so efficiently and effectively 
that the 
what is before him because its layout 1s in- 


resp msible 


recipient is actually tempted to read 


triguing to the imagination 
But 
Men go 


ter year and never learn to do it to an efhcient 


on dictating correspondence year at 


Similarly, many a stenographer pro 
words of the 
particular 


standard 

ceeds upon the conviction that th 
dictator, 
standard of procedure, is all that is necessary 


typed on paper with no 


[hese two artists, perhaps extreme types, pro 
duce some remarkable results, of a kind, when 
they join forces and become team workers. 
All this implies that, in the matter of a let 
ter, effective or not, three people are equally 
Che third, the 
ceives and presumably is to b 
mimittee of one 


uman being who re- 
influenced by 


concerned 


the correspondence, is the c 
who, all things considered, is most involved, 
because it is usually the writer's intention that 
he, the recipient, shall be willing to act favor- 
ably upon the message of the letter and then 
do something of profit to the writer and, per- 
haps, profitable to himselt 
THE following concerns stenographer 
almost exclusively. 

The dictated letter, as given to her by the 
one who is to append his signature, is before 
Before she 


a lifetime 


her in magical shorthand begins 
to lay it out, let het 
will be enough!) pause to take in the sugges- 
tion of the following 

A map of the United States, printed in black 
and white, with cities, towns, and lakes 
printed in black upon white, is immensely less 
impressive, less distinct and graspable than 1 
so printed that each state stands out in its own 


(just once in 


rivers, 
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color. Particularly in maps, color individual 
izes. One has to search for state outlines in the 
black and white, but one can do business with 


entire ly undisturbed— 


a pink Indiana and be 
its surrounding 


even, indeed, entertained—by 
neighbors in cheerful blue, green, and yellow 
in a lite 


Chen let her ask (and again just once 


time is enough! 

What can | do to impart to the typing oi 
letter the individualizing characteristic of 
olor in a 

\ wise and wonder-displaying question. Let 


ver begin by asking herself further 


thus 


map: 


What factors, if any, do | control in _ the 
project of making a striking colored map of 
this lette1 
SHE finds that she controls 

1. The tormula tor the date line. 
2. The formula tor the address line 


3. The closing formula 


knows that a standard may be set 
ip which she can maintain. [or the first rule 
she should adopt in all letter writing says this: 

A high standard of letter setup (that is, 
form, style, appearance) is the very alpha of a 
because it tends 


lirst, she 


correspond: nce, 


attention 


firm’s superior 


o create tavorabl 


then, for her manipulation 


a quadrilateral of white 


THE RE remains, 
the body of the letter 
paper destined to be sprinkled over with words, 
and none of them of her thinking 

She received the dictation as a single block 
entered her consciousness 
Let her realize now that that 
was the last of the human ear in the history of 
this letter. The recipient will go at it with his 


eyes, which organs, applied in the art of read 


that 


ot words 


through the ear. 


ing, he may or may not know how to use efh 
ciently. Assume him to be built like this—and, 
in fact, what follows typifies countless thou- 
sands of human beings who read letters every 
day: 
Of slow mental reaction. 
With more or less sluggish imagination 
With eyes perhaps a little out of focus. 
With power of segregation untrained. 
In skill to carry meaning from line to line, 
more or less uncertain and undeveloped 
rhese facts are true of countless letter read 
ers and of newspaper readers as well. This 


fact is what inspired Mr. Brisbane to find an 
idiom of writing that would present thoughts 
of any altitude to minds of any stratum below 
it Many have never learned, and yet learned 
it must be, to apply a high degree of eye and 
mind concentration upon printed words for the 
purpose of getting in full the information they 


convey. 


THe Grece Warrer, April, 


letter 
writer's 


torth the 
submit for the 


NoOw if our h 


is about to 


POM sets 


which she 


as a solid block ot 
ed it by the « ir, the 


signature words to the ey 


that is, as she receiv recipi 


ent will have to mine his information from 


this block of ore 














Dea S Cixhear ( 
Ration is what you want This is available in 
ed pound bags You pa lelivery charges on 
$ ©) n bulk, | tor ‘ er tree of 
we t y | \W not ed ly 
wnt with t { bags. b suse we fh 
ecord of t " t the mil | save y 
ble, we w t t r t s We 
e] t to 
) epres¢ y territory Hugl 
Davis If y lo business him in 
So! ther t nis ce he Ww 
ing t call t We are 
“ M D s t ! Fulton, t 
you at his ea st c You will find 
M Davis we eq ull the details of ou 
siness and wil 2 y i way that he 
Yes, feed 1 s & x | All materials 
al that g I t are increasing 
price. But you may be assured that this com 
‘ take 1 ivantage ts customers 
1 ancing teed sts I ng this letter gives 
1 tull the I sted, and as 
g ) 1 that M Davis this th \ 
t i 
\ y 5 
PS Pe ps y ‘ trom six 
| ! $ Oxhea “ is we 
} ce s t . 
J HAV! referred to this layout as a piece of 
granite, not because of its solidity but because 


it has definite components. These components 


are ideas. They should be segregated. Each 
stand individually that no 
reader, however ill-techniqued, can miss them 


Like the letter across the 


one should out so 


page ! 


Phis has definite asset values 


Se tup 


Its layout is attractive to the eyes 
and, by its variety, makes concentra 


tion easy 


> 


2. Each idea is like a 
(set up in tits 


Statue on its own 
pedestal wn para 


graph ) 


It is easy to read, because the short 
lines give relief from the 
concentration being not a 
state but a continuously repeated or 


brief state 


long lines, 
pi ol mg d 


very 
4 The — 4 1S logical, because had the 
suggestion been inserted in the body 
of the letter, in paragraph one, the 


reader would have passed it up as a 
sales talk. After the 
tended to the reader (trac ing the feed 
bags and writing to Mr. Davis), the 
recipient (“some of him”) 
gard it perhaps more favorably 


courtesies €x- 


would re- 
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The statement has been attributed to many much as in writing letters pictures are not per 
editorial writers which says that a picture is missible, the factor to aim for is, then, pi 
worth a thousand words at any time Inas- turesque arrangement of one’s letters 


A Business Letter that is Designed for Action 


April 3, 1943 


Dear Sir: 


1. Oxheart Cattle Ration: 





-—-This is available in hundred pound bags. You pay 
delivery charges on small lots. 


——Or, in bulk, by the ton, we ship free of delivery 
charge to your point. 


2. Feed Bags: 
——We have not credited your account with the return- 
ed feed bags, because we find no record of receipt 
at the mill. 
——-To save you trouble, we will ask our tracer to get 
after this. We will report to you. 


3. Our representative in your territory is Mr. Hugh Davis. 
If you prefer to do business with him in person 
rather than by mail with this office, he will 
arrange to call on you from time to time. 


—-We are writing Mr. Davis today, who is now at 
Fulton, to call on you at his earliest con- 
venience. 


—-You will find Mr. Davis well equipped in all the 
details of our business and willing to help you 
in any way that he can. 


Yes, feed prices are going up. All materials and labor 
that go into feed production are increasing in price. But 
you may be assured that this company will take no undue ad- 
vantage of its customers in advancing feed costs. 


Trusting this letter gives you in full the information 
you requested, and assuring you that our Mr. Davis or this 
office will be happy to codperate with you, I remain 


Very truly yours, 


P.S. - Perhaps you will change your order from six 100 
pound bags to a ton of Oxheart, which, as we said 
above, we will ship free of costs to your point. 

















Rice terraces in mountains of Luzon that date back 


some 1450 years 


The Philippines 


™’ OM 7,083 islands—surrounded on_ the 

Ss nortl d west by the China Sea, on the 
ist by the Pacific, and on the south by 

t Sea of Celebes—torm the Commonwealtl 
f the Philippines (114,400 square miles, witl 


tion of 


Ph 


16.356,.000 ) 
discovered in 


} 


Islands 


’ 
LliIppine were 


1521 by Magellan and conquered by Spain in 
1565. Following the Spanish American War, 
in which Admiral Dewey won his famous 
naval victory over the Spanish fleet in Manila 
Bay, the Philippines were ceded to the United 
States by the Treaty of Paris. Relations were 
quite strained between the United States and 
the Philippines for some time. However, the 
revolt was subdued and a demo 


cratic form of government estab- 
lished under general 


sent by the United States 


a governor 


AT various times commissions 
have been sent to study the Phil- 
ippine situation and to report 
when they thought the Islands 
were ready for complete indepen- 
The Philippines are now 

the of a 
trial period provided by the Ty 
dings- McDuffie Act of 1934, which 
this trial pe riod of 
self-government by the 


dence 


nearing end ten-year 


provides for 
Filipinos, 
(1945) the Is- 
lands were to have complete inde 
How tl af 
fect these plans is problematical 


after which time 


pendencs ie war will 


The climate is favorable to ag- 


riculture and the chief crops are 
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I isked rice copra, M inila 
hemp, corn, tobac« sugar can 
bananas papaya, and oranges 
The terraced rice lands in the 
mountain sections are remarkabk 
examples of human ingenuity and 
patience, tor terrace alter terrace 
has been painstakingly protected 
against tropical rains. They forn 
mammoth steps down the moun 
tainside 
TIMBER is plentiful, also vege- 
tabl tan and dve bark. resins 
and gums. The rubber and cin- 
hona trees (fe quinine have 
been indet cultivation of late 
EWING GALLOWAY years, and the Islands are a rich 
source of gold, silver, copper 
iron, lead, zinc, asbestos coal, pe- 
troleum, and manganese 
[he country is very rugged, some of the 
intain ranges nning close to the sea 
here are still a number of active volcanoes 
Mayan, 7,943 feet, in Luzon, has had sev- 
eral eruptions In 1911, Taal erupted vio 
ently, taking t s f more than 1300. Taal 
is near Manila ts iter contains lakes of 
multi-colored boiling liquid fount Apo, in 
\M ndanao, is the higl est (9.610 teet Earth- 
quake tremors a requent here, but little at- 
tention is paid to t slight shocks 
Manila is modern architecturally and so 
lally he government buildings, landscaped 
ulways, and beautiful University emerge 
ke a chrysalis from the old walled city 
Bataan, Cavite, Luzon, Mindanao. Manila. 
names that were only specks in a geography 
to many of us not so long ago, now have a very 


Meaning t 


\mericans everywhere 





EWING GALLOWAY 


A water buffalo is the Filipino’s “cart-horse” 
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HOW TO CAMOUFLAGE ERRORS 


How one girl learned the art of erasing 


what to do, and, equal- 


ly important, what not to do — from that expert, “Erasing Betty” 


By DOROTHY M. FIKE 


HE oft neglected art of erasing is a ste 
nographers imsurance against errors 


Like all insurance, its value is, of course, 


ldom recognized until! an emergency arises 


s was first brought home to me when, a 
uld-be stenographer just out of school 
tackled my first position. My new Boss had 
annoying habit of typing short legal docu 


nts himself He used the “Seek and Y« 
Shall Find” system, missing more than _ he 


ind. All errors were promptly struck over 


result he handed me, remarking, “Fix 


Hi! THERTO, | had been scornful of erasing, 
eferring to do work ovet it now there 
as neither time nor paper to copy this. Be 
les, it was signed. The paper was rough 
nished, the typing heavy—with a new ribbon 
lt smeared Befcre I finished I had acquired 


anew regard for the successful erasure. Eras 


ing, I realized, is an integral part of stenog- 
raphy and must be studied and mastered just 
as shorthand had been 
\ good idea, but how to do it? The sub- 
ct is not, that I know of, taught in any 
school I was still wondering, when a new 


osition was opened to m« 


Betty, my predecessor 
Unfortunately, it was 


Li CK was with me 
was a skillful eraser 


sf about the only thing she could do well. As 


: 





Betty stayed to “break me in,” I had ample 


| fopportunity to watch an “expert” at work. 
Betty adored erasing, and erased in almost 
| Bevery letter. A typographical error, of which 





ALLOWAYT 








etter back into the machine and strike lig 


} 


+ Bshe made many, called for a procedure like 


his 
1. A stiff card would be placed beneath the orig 
al 
If it were a one-letter error, the smallest of her 
several shields w 1 be placed ver the offending 
letter 
3. A few light strokes with a pencil eraser re 
moved the blackest marks 


4. A quick, firm, up-and-down movement with 

¢ typewriter eraser eradicated the last faint traces 

ithe wr ng letter 

5. If there were no carbons, she would turn the 
htly the 


roper letter in the proper place 


Result: Perfect camouflage 


TRIED it, and my shield slipped, blurring 
he type above. “This way,” said Betty, turn 


ng the roller till the paper was several lines 





higher, “Get room to work.’ She placed the 
shield with the long slits pointing the way the 
platen turns, and, holding it firmly with two 
fingers, erased with eas¢ The smeared lines 
she cleaned quickly with a pencil eraser, and 
struck over. Behold, the erasure was undis 
cernible! So far. so good: but made a men 
tal note to throw the carriage as far to one 
side as possible the next ti tor the ma 
chine was choked with eraser crumbs 

Since then, a dustcleth and brush are always 
at hand, and the debris from any erasing is 
promptly cleaned away 

Then, like all experts, eventually Betty 
achieved “too sublime a sense of 


r own 
worth and consequence,” teaching me by ex 
ample where “fixing up” should end 


IT was 4:30 P.M., and Betty 


a copy of a long list of statistics, on onionskin 


was completing 


paper At the foot of the page she made an 
error in two numbers, and, in erasing, wore a 
hole in the paper 
“What a shame,” I remarked 
have all that work to do over 
“Do over, nothing!” She laughed. “Just 


that you will 


something. I’m 
going to patch it.”” And she did, while I stared 
in horrified amazement 


watch me, and I'll show you 


She tore off a minute scrap of paper, and 
rubbed the edges with her thumbnail till they 
were smooth and thin. When it seemed right, 
she patted a wee bit of paste over it, and 
placed the patch on the wrong side of the 
paper, holding it there with a blotter until 
dry. This done, she carefully replaced the pa 
per in the typewriter and typed in the correct 


figures, on the patch Che work passed, be 


cause the patching took so long there was no 
time left to do it over But it looked like 
what it was—patchwork Betty had over 


estimated her talents 


CORRE( TING carbons was my next prob 
lem | discovered that a stiff card, rather 
than a shield, should be used beneath the page 
to be erased, and, if possible, another b 
tween that page and the carbon on top. Then, 
the shield being placed, a pencil eraser moved 
towards the nearest edge of the shield will 
slide the black smear onto the shield \ deft 
touch with a more abrasive eraser, and the 
page is clean. The same procedure repeated 
on each page leaves only the question, “How 
will it look when typed?” 
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Provided the paper has not slipped, if you 
removed all eraser crumbs trom each car- 
page as worked, the answer is sim 
ple. Suppose, however, the paper has slipped 
a little, but not too much to finish the page 


Then each 


have 


bon you 


You must finish before correcting 
page should be taken separately 


REPLACING a typed sheet in the machine 
skill, which can be ac- 
by diligent practice, as it differs 
according to the individual machine. Center 
ing on a period, and striking it very lightly 
will help to find the line of writing. 

Ihe sheet in place, tor carbons, carbon must 
be supplied. I first tried holding the corner 
of a sheet of carbon paper between the ribbon 
and the paper rhe line thus made was too 
thin, and the erasure was easily recognizable. 
Interposing a bit of paper the carbon 
gave the desired effect, but took too long. My 


requires considerabl 


quired only 


above 


solution was to clip a sheet of carbon and 
paper together, the carbon facing outward. 
When torn at the same time, in a convenient 


size, there was the “camouflager.” | 


periect 
always keep one on hand, although it is used 


infrequently 


W HEN at last Erasing Betty” left the office, 
her desk became my property. For curiosity’s 


sake | took inventory of erasers: 


typewriter erasers with brushes 


br Ana new 

pieces of art gum, half used 
ed per erasers 

nk eraser 


hields, including 1 made of tin 


rhis superfluous equipment was sadly in the 
way, but difficult to dispose of. Even after 
giving an eraser to everyone in the office, and 
discarding the worn-out ones, at this date I 
still have eleven more erasers than I need, and 
several extra shields. That is not counting the 
new which I wrapped and put away 
rhe tin shield had dangerously sharp edges, so 
[ passed it on to one of the ofhce force who 
collects our “junk.” 

But the knowledge of erasing still lingers in 
my head, and comes in handy when the present 
Boss, another two-finger typist, hands me a 
of his own writing with the no- 


ones, 


signed letter 
t 


tation, ~* Please correct.” 


“Snag” Insurance 


ARE as the dodo is the office girl who has 

not snagged a perfectly good stocking 

on the rough edge of a desk leg; and almost 

equally rare (until the present emergéncy, at 

least) is the office without a roll of transpar- 
ent mending tape. 

Just run a strip of the tape down the rough 
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each oftending desk leg, and see how 


edge ol 
much longer your precious hose will last 
R ; Oshorn 
_ . . 
Sixteen Stars in Our Flag 
ERE you to drop in to visit the execu 





tive offices of the Gregg Publishing Com 

pany in New York City, you would see, as 

you turned away from the reception desk, 

Service Flag over the table against the oppo 

site wall. Its sixteen stars represent 

Pvt. Angel DeRos (ar Lee, Virginia 

Gregg Fry, Ensigr U'.S.N.R., Rochester, New York 

I'vt. Anthony Hamiltor ist inducted) 

M Handley, \ U.S.N.R., Hunter College 
New York, New \ h 

] t Set. J Mcl An \ ( s, Sa 
Lake City, ( 

Joseph McInt \ U.S.C.G.R., New York, Ne 
1 rk 

I John McLiver I Mead South Dakota 

\ 1 Mil Y/ic, U.S.C.G.R Deal Lifeboat St 
t Loch Arbour, New Jersey 

S Francis X. M O.C.S., Ca Davis, Nort 

N s M \ U.S.C.G._R New Londos 
‘ > 

l p S. Pepe, I! U.S.C.G.R Manhatta 
Beach New Y KR 

Pvt. Aldo R Art \ I Foreign Servi 

R. M. Robins Ensig U.S.N.R., Foreign Service 

R.N larkingt I U.S.N_R Ol State | ve 
' ( bus 

( lames © l ( As (; gia 

S's I \\ Gove 1, Ne 


Quitting Day 
By HELEN WATERMAN 


*VE had a dream that some sweet day 
I'd push this typewriter away, 
And close the files and slam the door, 
And never come back any more 
To take dictation and answer phones 
For Mr. Smithers and Mr. Jones. 
Something would happen to change my life, 
Like being a mother, or just a wife, 
And I knew exactly what I would say, 
(That is, I knew until today) : 
“I'm giving you notice, and this is it 


Messrs. Smithers & Jones, 'm going to quit!) 


But today I know I am going to leave, 
And, instead of cheering, I sit and grieve. 
I straighten my desk and dust the files 
And put the bills into neater piles— 

For I'm as jealous as I can be 

To know there'll be someone replacing me 
With Mr. Smithers and Mr. Jones; 

And I mustn't leave any unturned stones 
That SHE might notice and think me slack. 
I almost wish I were coming back. 

It’s funny; in spite of my grumbles and groa# 
I'm going to miss Messrs. Smithers and Jones 
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Little Sketches of 
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STENOGRAPHERS and 
SECRETARIES at Work 





To Teachers and Directors: These 
sketches are recommended for 
study and discussion in the ad- 
vanced secretarial and office train- 
ing classes. 


Editor 











A Liberal Education 


M JOR subjects Psychology, sociology 


and labor problems 


Vin euhrects For y ] y re reOg 
mor Su ects oreign lianguages, f£cog 


fruit canning 
Typing, shorthand, comptom 


hy “ »k- 


keeping, general office procedure, and first-aid 


hy, and 


a} 

Prerequisites 
eter, adding machine, rapid calculation, 
Doesn’t this seem like a varied and interest 


ing “summer school” program? It was 


My campus was ten acres 
industrial land on the edge of a small Cali 
fornia town 
fruit cannery, half a block wide and two blocks 
long. My study hall was a cozy white cottage 

tree-shaded park. My professors 
several hundred men and women earning 
their bread as truckers, cutters, canners, check 
me- 


My laboratory was a two-story 


small 


m a 
were 
labelers, electricians, 
chanics, foremen, watchmen, gardeners. They 


boys, carpenters, 
were not specialists, yet each one was capable 
of instructing me in most of my majors and 
minors. 


AND what has all this to do 
with my job? It portrays the setting in which 
I found myself one summer as a general office 
assistant in a typical western fruit cannery. In 
were 


that small white cottage duties 


numerous, involving taking dictation from the 


my 


superintendent, reporting committee meetings 
verbatim, taking down depositions, answering 
the telephone, ordering railroad cars spotted 
or picked up, receiving callers, conducting visi 
tors on tours through the cannery, reasoning 
with workers who thought themselves under- 
paid or who had gripes to air, assisting the 
payroll clerk in computing wages, typing 
checks and distributing them on payday, sell 


or “Why I Like My Job” 


ing dented cans of fruit to employees, making 
up bills of lading, filing correspondence and re- 
fingers, and a host of 
odd 


It was necessarily a seasonal position, and I 


ports, bandaging cut 


other interesting and unexpected jobs 


was therefore forced regretfully at the close 
of the pack to seek year-round work; but it 
experience 


and educational 


would not have missed 


was an 
that | 
rhe study of human nature—of the 
teristic make-up of individuals—is to 
of the most fascinating studies in life. It is 
a study of life itself. Many hundred different 
personalities passed before me every week at 


exciting 


charac 


me one 


the pay window. I learned to know the steady 
employees, as well as some of the floaters, by 
name, to sympathize with them in their prob 
lems, to anticipate their actions 

THE pictures I have carried 
away in my mind a typical cross- 
section of California’s seasonal cannery work- 


represent 


middle-class women whose husbands were 


ers 
chronic invalids, or for other reasons were 
unable to provide adequate income; whole 


families who spent their winters on relief and 
their summers in the old women, 
often pitifully alone in the world; Midwestern 


canneries : 


families hopping about the country, stopping 
only long enough to earn a few dollars; in 


stallment buyers, whose creditors always 
seemed to benefit most from their wages 
nomadic Mexican families; high school and 


university graduates whose prospective white 
collar jobs were still eluding them; high school 
and college students earning next year’s funds 
young girls picking up “pin money”; nimbk 
fingered foreign women who jealously, and ox 
somewhat surreptitiously, clung to 
youthful check boys witl 


young cutters 


casionally 
their speed records : 
romantic inclinations toward the 
and canners—and consequent slipping in of 
an extra credit or two; white-skinned 
whose democratic spirit vanished if Mexicans 
were placed at their tables; 
foreign women who attributed evil powers to 
first-aid treatments; little bands of agitators 


who were always trying to incite strikes, for 


women 


superstitious old 
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friendly workers 


nagined 


reasons sually 
who assisted their slower fellows as closing 
time mnearé¢ foreladies and foremen, some 


exaggerating their importance 
the might wat hman, who was a rancher by 
York 
cooking de 
Chicago chet the 


pulled 


day: the day watchman, a former New 
conductor the 


partment toreman, once a 


old Scotch gardener, who weeds ot 


raked leaves near my bench at noon, enchant 


ing me with tales of his native land delivered 


in his picturesque Scotch burr, broad vowels, 


the se people 


and quaint phrases. None of 
lacked interest for me 


Frenchman 


\{ WIRY littk 


“adopted” me immediately because, as I passed 


him his first check, I pronounced his name 


correctly. Such a name—it had twelve letters, 


with only half supposed to be sounded! In 


regard to nationality, he was practically alone 
The majority of the Spanish, 


| 
workers were pan 


but there were many Germans, Americans, 
Italians, Mexicans, and Russians I had 
studied German as well as French in school, 


and, having lived in California most of my 


life, could understand the more common Span 
Perhaps this explains 


s liked to 


ish words and phrases 

why so many of the foreign worker 

talk with me 
Frequently, | 


excited explosion from some 


was subjected to a rapid and 
Spanish woman 


the Old Country and 
bothered to learn our 


who had emigrated fron 
had not 
would have to 


language. I 
bring out the daily check cards 
and count everything before her eyes to con- 
vince her that she hadn’t been cheated out of 
cents It is 
foreign-speaking 


a few surprising how 


precious 
adept wage-earners are at 
figuring money, in any language! The women 


received a punch on a card for each unit of 
work 
filled; and since it was manifestly 
card, I 

able to prove that they had been paid for all 


I 


a box of fruit cut or a tray of cans 
impossible 


to stop up a hole in a was usually 


they had done. Those on hour-work instead 


of piece-work sometimes questioned _ the 
fallibility of the time clock 
those who tried, by devious methods, to collect 
more than one check there 
workers who did not complain 
but, nevertheless, I received plenty of training 
in the exercise of patience and tact 

\ more pathetic task, and often a very dif 
fieult one, 


Then there were 


Of course, were 
many, many 


was telling inquirers almost every 
hour that there were no more jobs available 


It was hard to turn them coldly away 


MLY shorthand and typing 


were Every morning there were 
Once a month I 


when the foremen 


used daily 
letters to be answered 
had an excellent workout 
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the various departments met with the 
problems and ] 


spoken. I 
study of 


superintendent to discuss 
was supposed t get every word 


certainly was thankful for my 


languages, as we as for the speed I had 
attained in shorthand. One minute | would 
be rapidly taking down the words of an 
excited Italian; the next minute a_ stolid 
German would make some slow and ponder 
ous remarks, which were always punctuated by 





1 


quick phrases tron tr 
keep still; and later 
voiced Spaniard, speaking very broken English, 


would contribute his opinion. I used to like to 
that it was court reporting in minia 


Italian, who couldn't 
quiet, soft 


, 
rr 
pernaps, a 


imagine 
ture. However, the closest I came to anything 


of a legal nature was typing contracts or writ 


ing down depositions of witnesses after an 
accident—though accidents, fortunately, were 


rare and never very serious 


Vi AKING up bills of lad- 


12 was always interes ing, as it gave my 


t 
Perhaps there would 


be a shipment of fancy grade mixed truit to 


French Guiana. It would always be compara 


tively small, and I knew that it was intended 


for the officers of the French penal colony 
No such luxuries for the 
prisoners ! Ory mavhe an order 
would be filled. Who knows but perhaps some 
of it found its way to th The 


travel history of just one small can of fruit 


Devil's Island 
from London 
royal table 
would often prove fascinating if it could only 


be revealed 


I kept an atlas handy and learned of many 
corners of the world I hadn't before known 
to exist. It was a surprise to me to find sucl 


| 


products as canned fruit going to them. I also 


gained a knowledge of foreign postage rates, 


for every once in a while a special selection 


of labels would have to be mailed to Siam 


or Tokyo or some equally distant destination 
to replace those which had come off in tran 


sit or been damaged 


. 
Il OR 


Was called upon only 


first-aid | 


occasionally, as the nurse 


rendering 


was usually available. But I had to be pre- 
pared for anything. A cut finger was the most 
common injury, but sometimes the cuts were 
deep. The worst case I had for preliminary 
pending the doctor, 


was a hand badly crushed by machinery. On 


treatment, arrival of a 


several overworked women 
to be odor 


of cooking tomatoes constantly in the air on 


a very hot day 
would faint and have revived. The 
a stuffy day sometimes became quite sickening, 


and the smell of sulphur from maraschino 


cherries was not altogether pleasant 
The pack started with cherries in the spring, 
and followed throug! 


apricc ts, peaches, pears, 








, April, 


h_ the 
and | 
cen. | 
dy of 
I had 
would 
of an 
stolid 
onder 
ted by 
uldn’t 
soft 
nglish, 
like to 
minia 
ything 
writ 
er an 
were 


{ lad- 
e€ my 
would 
ult to 
ipara 
ended 
olony 
I the 
ondon 
son 
The 
fruit 
| only 
many 
‘nown 
sucl 
I also 
rates, 
ection 
Siam 
iation 
tran 


uid | 
nurse 
pre- 
most 
were 
inary 
ctor, 
On 
omen 
odor 
ir on 
ning, 
chino 


ring, 
ea>°rs, 





» Greece Wrrrer, April, 1943 


tomatoes, the plant closing down in the 

ite fall when the frosts began to “bite” the 
tomatoes. To watch the fruits in process of 
eparati for sale was a novel and enlight 


ONE can of each lot of fruit 


ked was tested in the chemical laboratory 


und here is where the office workers got a 


break! Only a small portion of the contents 


of the can needed to be tested, and | fre 
quently went home with a supply of fruit or 
catsup under my arm for supper 

That fruit, as I ate it, stimulated a vivid 


anorama in the back of my mind. I followed 


the fruit from the tree to the can, wondering 


vhat orchardist’s product I was eating, what 
articular men and women had had a part in 
its preparation, what stories of sadness o1 
gaiety it had overheard in its journey through 
the cannery 
This you see, 1s why I liked my job 
| was in the midst of people. I was learning 
about many different kinds of people, thei: 
psychology, their social problems, their mode 


living. I had a part in an industry that 
hsorbed a wid variety o! people, that 
ached out to people the world over, and that 
is concerned with what people need above 
else—food. How could I help enjoying 
rk so vari so rich, so unexpected, as 
y contacts with people can be ?—B. B., Cal- 


I Like My Job 


. 
4 > 1 
OR the past year and a halt, 


result of having 


time has 


flown for me, all as a 


b which keeps me constantly on the alert, 
vith little time for anything but work. This 
s the most interesting work I have ever done 

my five years of experience in the business 

TOGETHER with another 

girl, I am employed as a stenographer by a 
law firm composed of three members 

The town in which I work is not large (the 

pulation is about 2500), but it is a very 


heart of the 


busy little town, situated in the 
coal fields. The law firm for which I work 
represents many large coal companies, sev 


several large towns 


eral banks 


county, and 


in this county, 


many other companies and 


im the 


individuals 


[heir practice includes practice in the Cir 
tit Court of this and several other counties, 
Federal Court, Supreme Court of Appeals, 
istice Court, and ‘practically every court 
In other words, they do every kind of work 
And our job entails the writing of briefs 
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tor the Supreme Court, petitions for re-hearing 


wills, deeds, contracts, agreements, answers, 
demurrers, letters of every kind and descrip- 
tion, bills of complaint, abstracts of title, tith 
reports, and every imaginable legal paper 

Of all these, I think hardest 


to write, but also the most interesting 


briets are the 
Some 
times they have to be printed, and, of course, 
that they be 
rhere are usually many quotations in a brief; 
that naturally makes them harder to write, for 


it is mecessary very accurate 


will change the en 
Our 
generally from thirty to fifty pages long, de 
pending upon the nature of the cas¢ 
to make 
the original and four copies going to the Su 
preme Court of Appeals, and the other copy 
written 
Appeals in cases 
Circuit Court of 
the ce 


ottentimes a comma alone 


tire meaning of a quotation briefs ar 


Usually, 


we have five extra copies of briefs, 


being retained for our file. Briefs are 
for the Supreme Court of 
which are appealed from the 
the county by either the plaintiff or 
fendant. 

I also like to make 


write title reports 


abstracts of title and 


THE letters we 
seldom read by the dictator, but simply signed, 
this the 
the correctness of 


write are 


entire responsibility for 
the 
Briefs and other papers of 


and throws 
transcript 


like 


they are sent out 


upon us 
character are 
read be fore 
record of all 
the last 
wills 


firm has a complete 
that they 
fifteen years r 


This law 


deeds, etc., have written for 


hes« deeds, 


twelve or 


contracts, etc. are bound in volumes of about 


200 pages each, and we have an index for 
these volumes. Very often it is unnecessary 
to make a trip to the office of the County 
Clerk because we have the records in our own 


file. Of course, they are accurate, as they are 


always compared with the original, when first 


written 


accustomed to 
tone of 
in my opinion, 


GETTING 
your employer, his use of words, his 
voice, manner of speaking, et 
else in 
I had to 

the 
three 


is about as important as anything 
starting in on a new job. Of c 
three px 


work 


yurse, 
rsons all at 


for all 


get accustomed to 


same time, because we 
members 
There is never any delay in turning out work 


in this office. Our employers are the type of 
doing things, but be- 
is quickly as 


as we get the 


men who do not put off 
lieve in getting them done just 
possible, and of course as soon 
work, we go right ahead and do it 

I really think that legal work is the most 
fascinating kind of work there is. You meet 
every type of person and do every kind of 


work.—B. H., West Virginia 
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“Business Bees” for the Stenographer 


Continued 
able to be re 
keep that 
both 


cost 


>» BE reliabl 


lied upon. If 


Rely-able’ 
you give a promise, 
promise. It is one thing that we can 
keep Broken 
thousands of dollars, and some lives 
> BE 
ished school and secured a job 
off your Manual! Watch for phrases peculiar 


to your business, and learn to write them cor 


give and promises have 


studious—even though you have fin 


Keep the dust 


rectly. Few things will help so much to give 
you speed, accuracy, and efhciency as this. A 
journals of the business in 
you are engaged help find the 


phrases. Study, too, to improve your English. 


> BE thoughtful. That “I didn’t think!” is 


caused more deaths in America 


study of the trade 


which will 


said to have 


from page 400) 


ethciency, competency, accuracy, et Keep 
out of ruts. It’s easier to run along in the 
ruts, but keep out! Make your work outstand 
ingly unusual. Make a reputation for “un 


usuality,” and live up to it. Your salary may 


be unusual some day, if you do 


> BE valuable—to the 
Valuable employees, like valu 


business in. whicl 


you're engaged 
able gems, are always in demand. There are 


a lot of ways you can become more valuabk 


in your Look for 
+ BE coillin ) to 


probably don’t know it all, as yet 


othce them 


You 


Every othe 


learn lPeachablk 


position requires certain knowledge which the 
Things that aren't 
Be willing to be taught, and 


newcomer doe sn't possess 


taught in schools. 









than all the railroad wrecks Think con shown, these things. Then others will willingly 
structively about your work, and how to do help you learn \ willing overtime worker 
it best. Think—kindly of your fellow workers is also appreciated in most offices 

“hi f > 3 ss » "s occ ie i >) Pa “ , > 

“eg 4 the ‘ ." whe n he 7 = + BE axtraordinary in ett rency and inl 
a A ot er lorge r ena details terest BE 1 urself your hest self. Sell the 

, ‘ avs y 1c ( °S : + oC , 

un iiways, Guring Office wu}: hy st service you have to offer BE sealous 
> BE wnusual—not “queer,” but unusual, in’ in your work. It will pay you 

By USING THE. => THe P-AND-F STROKES AnD THE BREF 

H- AnD F- STROKES FORM THE HEAD AND FORMS - WORK- 
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PUT “STYLE” IN SHORTHAND 


THE LEARNER 





Let’s aim to develop a fast and fluent, but controlled, penman- 
ship movement that will make reading sure and writing easy 


By JANET KINLEY GREGG 


ID you ever stop to think how much 
more pleasure you get out of your short 
hand when you have written a page 
even a line—of outlines that really look 
ell, that have style? Of course style itself is 
essentially an individual characteristic; hence 
your writing, once you have developed it to 
its best possibilities, will not look exactly like 
that of anyone else. Your teacher can do a 
great deal for you in guiding your efforts 
the teacher provides the impulse, shows the 
vay—but you yourself will have to follow up 
those impulses; in the end what you do tor 
urself will be what counts most 


STYLE is th quality in shorthand, in art, in 
literature, that makes your work stand out in 
class by itself. It is the expression of your 
rsonality. It is the one possession that 1s 
really yours. All else you must share, in one 
sense or another, with others. But your style 
your own. The style for which you must 
rk is the one which will enable you to ex- 
press yourself most satisfactorily. You must 
hoose the style you can write most easily, with 
t least effort 
If you are in doubt about your writing, a 
«0d way to help yourself see what is wrong 
with your style is to write as fast as you pos 
sibly can, throwing accuracy to the winds for 
the moment, and get a general over-all view 
your writing at this rate. If your notes 
prawl., are too large, have a sort of double 
ointed appearance about them, they need 
tightening up.” You are wasting time by 
aking them too large, causing your hand to 
travel back and forth across the paper more 
than it should, and you will almost certainly 
find that proportions are not clearly defined. 
But you will also find, almost certainly, that 
ou have a fine “get-away” stroke and that 
you go easily from one outline to the next, 
ith no hesitation. 


IN tightening up, getting your outlines more 
in control, do not lose these advantages of 
ease and freedom, for they are indeed great 
assets. If, on the other hand, the over-all ap 
pearance of your outlines seems jerky, possibly 
cramped, you will need to loosen up your hand 
ind arm in order to write more freely. In 
this case, do not lose sight of the compact 
quality of the writing, as this is an asset not 


tor be neglected 


Perhaps we may say the test is something 
like the one that we apply to clothes: if a dress 
is too loose it has no styl - if it is too tight, 
again it has no style; and if it is just right, if 
it does have style, it does not follow that it 
must look exactly like some other dress. In- 
deed, there may not be another dress just like 
it in the world, but it definitely follows an a 
cepted pattern or general line if it is not to be 
considered outmoded or “queer.”’ 

Fast writing shows clearly, even to the un 
trained eye, the disfiguring qualities of poorly 
written shorthand. All shorthand writing will 
sooner or later have to stand the strain of 
speed. The time to prepare for speed is be 
fore it is required or expected! 


THE competitions and awards offered by this 
magazine are an excellent guide to style, for 
they set a standard that is high and yet that 
allows for individuality in writing. Without 
a set standard to work toward, most of us find 
it very difficult to see clearly the goal ahead 
By all means set yourself a standard! Try for 
some of the awards, for even the trying is sur¢ 
to be beneficial; and if you keep on trying 
perhaps you, too, will win 


IN working on shorthand at home, try to 
work in the same place always—and, if possi 
ble, about the same time of day. Regularity 
of study habits makes study easier—tends to 
reduce distractions that make concentration 
difhcult 
hand practice—don’t count on picking up just 
any old instrument for writing; much depends 
on getting used to the “feel” of a pen. Plan 
to spend the first five minutes reviewing thx 
previous lesson—a mental warm-up that pays 
rich dividends. Find out by trial and error 
whether you succeed best by beginning your 


Have a good pen ready for short 


study period with the hardest or the easiest 
tasks when you have several things of unequal 
difficulty to do. Don’t choose the hour right 
after a heavy meal in which to work. Break 
down a paragraph or even a sentence to small 
er parts if you are experiencing trouble in 
writing 

rhis, you know, is an accepted plan of work 
for piano practice and is equally suitable for 
shorthand if not used too frequently. In this 
way you can see what the details of the writing 
are, the little things that perhaps are impeding 
your progress, It is not harmful to practice 


















over again several times un 


and 


thing 


less you lose interest your attention 


wanders 


and fun may be introduced 


SOME 


into practice 


variety 


hours. For example, try writing 


some outlines that make words upside down 
as well as right-side up 
consequential as it sounds, for it 


able 
the writer that the 


[his is not as in 
gives valu 


in joinings as well as proof to 


hand 


practice 


can be as quick as 


Here are a few such outlines to 


turn this page upside 


the mind 
start on lf 
down, you will understand that these outlines 


you will 


make words either way Incidentally, the 
comparison of the forms in each pair will 
sometimes disclose difficulties or uneven writ- 


ing of which 


ae a an 
Same om 
2. 


, a. 


the writer may be quite unawark 


‘p FO 
lal 4 


red aa , a 

IeckK 

lane « Se — 
nag —_ 
rain 


Ss =a 


dig in ae 
—_ 


reer 

» 
deep 
ce 4 
exe 


alt 

tag YP i 

late , 

mat 2 

tan c 

meet Q3—— 
—_s 

team 


knit 


tin 


made 
dame 





Cue Grece Wrirer, April, 
4 ike ? 
— ee -— 
arc 
IF you are { f g, try the tol 
lowing while you are waiting tor that num 
ber to answe Incidentally, this was passed 

n to us by r syst ‘ 

aps your own! In any case, we hope s 
forgives us! 

“Keeping in mind the proportions of similar 
outlines,” she says, “the f is half as long as 
the v and again the s is about half the size of 
the f. Try this idea also on p, and the left 
s; J, chay, and ts /, and the ted-ded blend 
Rule your lines lightly, so that the shorthand 
forms will show wy We ad to use dotted 
lines here, tor a 2 \ line vill not take” i 
engraving. ) 

)” 


AFTER these proportions are well fixed in 


mind and and \ ire to turn the lines 
t i ertical posit y ca cont e y | 
un with beautitul tlines , } 
am t lengthet ble ; 
4 
ae 
ash 
a 
_— - 
But | ul not t ' n t ' 
out De caretul not t write m the walis 
This column is not responsible for damage 
done by shorthand doodlers ! 


More Progressive Speed-Build- 
ing Tests for You 


Chapter | 


20 Words a Minute 


Che grain market today is 
many great moneyed men of the 
Little aid is given ] 


Dear Sit 
headed by 
country 


25 Words a Minute 
What is 
ould 


men 
at all alike « 


any other than those keen 
needed is a minimum | rate t 
get without | any delay 


Our mill is ready J 


1 
} 


> 


30 Words a Minute 


to go the limit in getting a money rate that 
would aid all 

Would you be willing 
\W hen 


meet 


to go in with me? 
with the data, I will 


| (75) 


page 416 


you are ready 
you. Yours truly, 


Continued on 












t, April, 


similar 


mg as 
ze ol 
ie left 


blend 
thand 
dotted 


Kf In 


ute 


vuld 


only 


etc., etc., | 
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You Enter God’s Acre? 


By 


had 
re port 


URING my high school days it 
always seemed to me that court 
would be a tascinating vocation, 
it, when my diploma had arrived, 120 words 
oudest 


asn’t exactly certain about that, 


nit ; 
Iii uC 


achievement ] 
My 


results ot 


was my p! 
either 


+} nual 


instructor had sent in the 


s i aitti ‘ 
y 120-words-a-minute dictation, but no cer- 
it had been received 
My first position came immediately aitet 
g ition. I was stenographer to a manager, 
sistant manager, three sales engineers, and 
is salesmen (all one position). My ex- 
es and vocabulary were of a wide range, 
spe y a novice, but little did I realize 
it this was a “snap” in comparison with 
it was to come 
IN the fall, the University of Toledo beck- 


gave p my osition to register tor 
ASSES My shorthand took the background 
ipproximately three mornths, being used 


y occasionally for dictation trom a protes 
to take 
vays used it for the thou 


orthand 


sor | worked with, o1 notes on class 


ctures, though I alv 
ll personal notations where s! 


sand sma 


ves itself such a timesavet 
a note in my mailbox requested m« 


What had | 


All kinds of reasons imag 


One day 
eport to the Pet 
I we 


ibi¢ Io! 


sonnel Othce 
idered 
this summons through 
to pretty 


passed 


my 


thoughts before | handed the notice 
aine Jordan behind the c 


y ou take shor tl and, 
Yes,” | 


untel! 
don’t you?” she 


aske d. 


answered, relieved and expectant. 


Would you like a job to make a little ex 
a money?’ It was a rather uncalled for 
stion to ask a student wil as working 


[I found myself climb- 
floor to inter 
Each step of 


{ FEW minutes later 
stairs to the fifth 


Professor 


be 
viewed by Jameson 
e way | had visions of neatly written letters 
Chey were 
found out 


to a be ard 


would want sent out for him 


Visions, howe ver, as | soon 
Jameson was 
and it was the minutes 


wanted taken down 


Professor secretary 


t trustees, he told me, 


the board meeting he 
Che regular monthly meeting of the Board 


[Trustees of the Jones Company was called 


President, Mr 


the 
suppose « | 


order by John Jones, 


RAY FLOWERS 


“Oh, no!” Professor Jameson said, “I want 
you to take down what ea member says 
verbatim!” 

My protests arose immediately Peopl are 


and | 
couldn't even truthfully say that my speed was 
120 wanted, the 
job wasn’t for m« seemed 
to think differently 
Phe truth of the 
confidence in my ability than I had 


specially trained for work of this kind, 
If it was a verbatim report h« 
But the professor 
I was t 
matter 


give it a try 


was that he had more 


My studies 


here was no time to brush up 


kept me too busy for that. Each hour that 
brought this new adventure nearer, I whistled 
a little louder to myself. It was going to b 


tun, I thought, but horrible things could hap 


pen! Maybe I couldn’t keep up with the con 
versation. What if one of the Board asked 
me to read back part of my notes and | 
couldn't do it? Or, worse still, it was very 
possible that my notes would show the stress 
of speed so much that I wouldn't be able t 
transcribe them at all ! 

THE night of the meeting seemed to come 


too quickly. I had two new notebooks and a 
supply ot well high 


sharpened pencils (my 


school instructor never required her students 
to use a pen, although now I often wish she 
had). It was raining that November evening 

it was murky and dismal. We didn’t head 
for the downtown section, as | thought we 
would, but went to the outskirts of town look 
ing for road signs that couldn't be read even 
with the aid of headlights. I was wondering 
where we were going, when my employer an 


headed tor a cemetery! 


hair would certainly 


nounced that we were 
If | had scared easily, my 


have stood on end If there was ever a time 


for whistling to summon confidence, it was 


now 
We 


istration 


finally arrived, and entered the admin 


building of the cemetery Phe 


strained relations among the members were 
obvious My employer explained that the 
Board was divided into two factions. I didn't 


looked as lla 
my 


relish my job now one bit. It 


furious debate could be the cause of down 


fall 
As I was introduced to each member, I made 
the name im connec 


it a point to remember 


tion with the face 
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om ' 

I HE meeting started in the conterence room 
amid sample grave markers, artificial grass, 


vases. My employer read the min 


and flower 
utes of the last meeting and discussion began 
1 found I looked at 
my employer in despair and shook my head. 
He looked back sternly, as if to say, “Do the 
best you can.” 


My fingers 


that the going was tough 


flew. Soon it wasn’t necessary 


for me to look up to see who had just spoken 
time seemed to advance in double step. 
Before long an “off the record” discussion was 


called and I had a rest. This was after my 
fingers had started to ache and become damp 
My notetaking was so en 


wouldn’t have replaced dull 


with perspiration. 
grossing that I 

pencils if it hadn’t been for the fact that “dry” 
ones were needed from time to time 
SUCH 


tombstone, 


mausoleum monumental 
words that I had 
written before, were used often, and | 


words as 
and other similar 
never 
found myself inventing brief forms for them 
[ had reduced the name of each member to as 
few strokes as possible 

When conversations involved short questions 
and answers, I often found myself far behind 


and had to remember what three or four mem 


had Under 


when a member made a comparatively lengthy 


bers said. more ideal conditions, 


talk, I found myself waiting for him to go on 


My real 


my 


ame when I was asked to read 
some of After 


fumbling a bit, I found the place and read 


test « 


notes before the members 


Everybody took my success very calmly ol 
course, it was expected of mx lo me this 
Was a victory won 


Finally, after a motion was passed that I 


be made ofhcial assistant to the secretary, the 
lo my surprise, the 


three hours Phe 


meeting was adjourned. 
had lasted 


round 


meeting nearly 


first was over! 

I STARTED to transcribe th that 
they However, 
though the spirit was willing, the flesh was 
weak, and before long | retired, with regret 
It would be nearly two days before I[ could 
transcription. But, to my surprise 
and gratification, my notes actually 


notes 


night because were fresh. 


finish the 
seemed 
The 


deficiencies and idiosyncrasies they revealed in 


clearer after they had stood for a while 


natural conversation! One of the members in 
particular—a _ well-educated man, 
guilty of many sentences grammatically in 
complete, and was constantly saying, “Here’s a 


too—was 


proposition,” regardless of what he said af 
terwards 
Che final transcription was twenty pages 


long, most of this solid single-spaced reading 
matte! 


Prue Grece Wrrrer, April 


MLY little “on tl 
and each time | 
the 


hair 


1c side” job lasted tor two more 
meetings, whistled less when 
| thought of 


did my 


meetings to and no 


trouble 


come 


more have in staying flat 
when we approached the trysting place 
first Stab 


at court reporting, but, surprisingly enough, it 


Confidence was responsible for my 
was the confidence of my employer in me and 
his has not destroyed my yen 
reporter It 


exacting 


not my own 
only be 


vill 


will not 
work, but it 


to be a court 
fascinating, though 


be tun as well 


¢* ¢ ¢ 


Shorthand on Parade 


Lop geerg as I lie on my little white bed, 

ws) A parade of strange folks I can see. 

They curve and they whirl and they loop and 
they twist, 

As swiftly they march before me. 


Under the banner of one little group, 
The heading, “The Loop Boys,” | spy; 
And, as they roll past, how handsome they are. 
Some round and some small and some high! 


The next band is that of the proud forward 
strokes, 

Great favorites just hear the crowd roar. 

There’s L and there’s R K and 
there’s G, 


and there's 


Small N, and then great blustering More. 


The next littl band is the 
strokes, 

Dashing gay sports, I can see. 

Leading them all are Ith, Ten, and Tem, 


Then the Ent Boys, and straight D and T. 


young upward 


rhis next-to-the-last squad looks sad and de- 
pressed 

Why, there’s right-S, and F, and there’s V! 

The reason they’re gloomy? 

They're all downward strokes, see - 


J, P, and B! 


Ish, Ch, 


Ending the P’rade are these last, O and U. 

The tithe, “The Hook Vowels,” bear they. 

Now they all have gone by, and the last cheer 
has died, 

I'll turn over and call it a day. 


Composed by 
1 first-year shorthand student 
before taking up the 


“Gent-Pend” lesson 


Sister M. Maxelinda, Teacher 
Lourdes High School 
Marinette, W isconsin 
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AWARDS ARE “AMMUNITION” 


That is what one teacher dubs our Credentials certificates 


VO more 
55 when 
and no 
ing flat 


rst stab 
ough, it 
me and 


my yen 
only be 
it will 


ite bed, 
e. 


op and 


ley are, 


high! 
orward 


roar. 


K and 


re. 


pward 


h, Ch, 


| Uz 
hey. 
cheer 


udent 








and prizes. 


ART AND CREDENTIALS 





They'll help you “blast your way” to the top, too 


By FLORENCE E. ULRICH 


WANT to thank you from the 
bottom of my heart,” M. T. B’s 


letter read, “for your coOpera 


n in supplying tests and awards 


for our shorthand and typewriting Jaun 
aGA 


lasses. These awards are the am 
nunition that fires our students’ 
ambition to study harder, practice 
longer, reach higher skills, with an 


— fia 
enthusiasm matched only by their r / “ 


determination to become proficient | 
stenographers and typists ! 
We made a drawing 


m the blackboard of the or / & 
Road to Skill, similar to e.™ 
me which you have used 7 
in your adver- / 

tisements. We z 


put in the ‘mile 
stones,” begin 
ning with the 
Junior O. G. A 
and O \ r 
Certificates and ae 


the lower sp ed 


A, 
We 


STARTING STUDENT 


/ at> yy Y 
i * 


students already have 
the 100-word Short- 
hand Speed Certifi- 
cate, a few have the 
JuNiOR 120-word Certificate 
—" all have the 60- and 


' \ { 
C ‘ 
AN Vv) i 
\ 
. < ~ 2 80-word speed awards 


} “We are strengthen 


ing ut typewriting 





program also, and in- 


aime has 3owocr 


stead of requiring only 


AS 40 words. -we lifted the 


standard to 45 words 
(since we learned that 
40 wo. most firms required 
the passing of an em- 
ployment test at this 
higher speed ), encour 
aging pupils to attain 
50 and even 60. We 
are getting good re 
/ 50 wor sults on your GREGG 

Wi rk Typing Tests, 

but we like the prac 


tice provided by the 





6éOwn ct 


awards in both Pa Competent Typist 
oGA 6 ° 

rthand and es £25% per + Tests. You will see 

typewriting from our papers for the 

Then we made Along the Road to Skill Senior O. A. T and 

i time chart the O. G. A. Member- 

the race was on to see which students ship Tests enclosed, how well our students are 


attained the first goals first! 


; 


“We telephoned employment managers ot 
several of the larger firms to see what their 
stenographic requirements were under normal 
conditions—for my students agreed that they 
must train sufficiently to hold their jobs after 
the present demand lessens. I then telephoned 
some of the smaller offices—and, by the way, 
ere didn’t seem to be much, if any, differ 
ence in the requirements, except that the own 


t} 


of smaller: offices were not so particular 
ibout the ‘type’ of girl they wanted. We were 
able to procure a report on beginning salaries 
from many of the firms, and we found that 
arger companies were more inclined to take 


beginners—the smaller offices generally requir 
ing a girl with some experience 


AFTER putting these facts and figures down 
in black and white, the students were asked 
to mark their goals. Then we used the Grecc 
Writer awards as ammunition to blast our 


vy through to them. Results: Many of my 


doing in shorthand writing and in typewriting 

“I feel sorry for the teacher who has not 
made use of your excellent testing program 
We couldn't have done half so well without 
the awards to crystallize ambition to progress, 
and to put zest and interest into our practice.” 


WE should like to encourage every teacher, 
student, and stenographer to take the tests 
that we provide. These tests represent con 
siderable study and critical analysis of work 
done in schools over a long period of years 
We have found that the student adequately 
trained to pass the Grecc Writer tests has no 
difficulty whatsoever in qualifying on employ 
ment tests Students who take the Grecc 
Writer tests regularly each month become 
used to the idea, and are not nervous in taking 
pre-employment tests 

If you are a student and have not taken the 
tests, ask your teacher about them. The Short 
hand Speed Tests are published in the current 


ay 
issue of the Greag Cc j fic? vhich 4s 
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416 
available to teachers each month ot the school Your shorthand and typewriting course will 
year. The typewriting tests and the O. G. A. be more interesting if you work for ow 
tests are published in this department. awards. Study the sketches given here this 
month, and see how many of those awards you 
CRYSTALLIZE your ambition by fixing a can earn before May 25, the closing date on 
goal toward which to work; then strive dili the April tests. You don’t want to have to fight 
gently to attain the mileposts along the way for a job when the world is at peace again! 
POST WAR PERIOD 


60.80 SHORTHAND SPEED OO-120 SHORTHAND SPEED 
50-60 TYPING SPEED 


30.40 TYPING SPEED 50-6 


HELP WANTED | 
ame ; 


NOW | KNOW 
100 Wo. SHORTHAND 
50 WO. CT TYPING 
LEAD To 


* Success / . 




















The Race for Success 





More Progressive Speed-Building Tests 
Concluded from page 412) 


ficial of this mpany to speak ofhcially 


for this special committee at its next | 


Chapter II 


(20 Words a Minute 


Dear Sir: All the people in | my camp in 30 Words a Minute) 
Ridge have pledged their labor, meeting. You have the most complete knowl- 
edge | of the situation and your office | will 
employ the men. You can make a good speech | 
on this subject. You are the only man to J 


Prairie 
money, and | time to help make a bridge | 
25 Words a Minute 


over ( ripple Creek 


Francis Leach, our | chief, is eager to elim- = Bente « Biante 
inate | any more delay, and would be | happy aie 

es e." express the opinion of this committee, and | I 

to hear from you after you have | A , rs 

’ ‘ know that you will be able to represent | it 


[ am hoping that after the meeting you | will 


30 Words a Minute 
have time to confer with me briefly. Yours 


read his plan, which will reach you in about | 
a day. Yours truly, truly, | (90) 

Dear Madam: Mr. | Black and Mr. Grange The light bars mark the quarter minutes 
are to be at the ranch | the day after the the heavy bars, the minutes. Standard word 
Fair. Very truly yours, | (75) count is used—28 syllables to each 20 words 

The shorthand for these tests will be given 
Chapter Ill next month 
(25 Words a Minute) These letters supplement those appearing in 


Dear Sir: This letter is to ask | you as an the January, February, and March issues 











eR, Apri 
rse will 
lor our 
ere this 


rds you 
date on 
to fight 
again! 


inute) 
nowl- 

will 
‘ech | 


inule 
d/l 
it. 
will 
‘ours 


utes 
word 
yrds 
riven 


iz in 


- Grece Wrrrer, April, 1943 











Announcement of the Fourth 





Annual Typewriting Contest 


By FLORENCE ELAINE ULRICH 


F there ever was a time when typists 
needed to pay attention to their 


skill, it is today when so many typewrit 


speed and 
rs have gone off to war! One of the best 
vays of increasing proficiency in typing is 
plenty of disciplined practice! The best in 
centive for regular and systematic practice is 
ompetition—that is why the Grecc Writer 
Fourth Annual Typewriting Contest will be 
hailed with joy by thousands of typing stu 
lents and stenographers 

Che beautiful prizes that will be awarded 
have been carefully selected and put in safe 


keeping for this event. Interest in the Con 


test is undiminished in spite of heavy pro 
grams and war schedules, as evidenced by the 
any letters we have received. “The Gregg 


Writer Typing Contest makes a better typist 
That is the 
of them all And that’s why it is good 


me because I practice to win.” 
dgment on the part of every typist to enter 
he Contest this year 


Direction for Preparing and 
Submitting Tests 


HE Contest vhile comprehet sive vill be 
j gow sed, this year, of only two parts 
Part I is a rough draft embracing tabulatior 
| Part II is a timed speed test Part I of 
Contest copy will also be used as the regu 
Senior O. A. T. Test this month.) The 


Competent Typist Test will be used for Part 


Part I HEeapIni 


Name I Ss tes 

liome Address minutes 

City and State It is 

Name of Sct n Part I 
r Firm 


Part II HeapING 


Name Gross Words for the 

Home Address ten minutes 

City and State Errors 

Name of Scho Net Speed in Words 
or Firm per Minute 


To find the gross words, divide the total 
number of strokes written in the ten-minute 
test by five to get the number of standard 
vords. Deduct ten words for each error from 
he gross words, and divide the remainder by 
en to get the number of net words per minute 


PART I: Whik you may rewrite this part 
of the test as many times as necessary to se 
cure a creditable sample of your work, the 
total number of times taken to make the final 
copy must be stated on the test. You will 
also record the time required to write the final 
Do not type the 


have made 


final copy from 2 
previous draft that you Copy the 
test from the magazine each time \ maxi 


specimen 


mum of two neat erasures are allowed on this 
part. Keep in mind that neatness, accuracy 
and good arrangement are essential to an at 
tractive piece of typing. Therefore, pay atten 
tion to the kind of work you do as well as the 
time taken to produce it 


PARI I] Che Competent Typist Test (page 
420) should be practiced until the highest pos 
sible speed with accuracy is attained on it. If 
you are now writing 40 words a minute, try 
to increase that speed to 50 or 60 words. Set 
a goal of ten additional words a minute and 
work to attain it 


oe 
[HE Contest will close at midnight, June 1 
and you have until then to practice for speed 
The results will be announced in the Septem 


I WRITER 


eT GREG 


The Prizes Offered 
AWARDS I be considered 


S' HOO! o te 
as a school team, the club should embrace 


not fewer than ten entries. The schools mak- 
ing the best scores in speed, accuracy, and 
neatness of work done by their teams will be 
awarded 


First Prise Silver Loving Cup suitably er 
graved, to be held for ne year t the school whose 
team rates first in the Contest Any school wir 

ing it three times will the ip as a per 


manent possession.) 
Second Prize Handsome maroon and white O. A. 7 
Banner to the school ranking second in the Contest 


Third Prize: Maroon and white O. A. T. Banner 
to the school taking third place 

Honorable Mention Banners to the schools whose 
work merits this re« mnitior# 


INDIVIDUAL PRIZES 
nographers, and typing students are eligible 
to compete in the Individual Event, and the 
prizes in both Divisions will be identical: 


[ypists and ste 


First Prize Silver Trophy suitably engraved 












| 
| 
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Pen Desk Set and a year's 


Sex mad i rize I untair 
subscription to the Greco WRITER 

Third Priee: Fountain Pen Desk Set 

To the students or typists who merit Honorable 
Mention will be given a Gold C. T. or O. A. T. Pin 
and a year’s subscription to the Greco Writer 

These individual awards will be based on 


speed, accuracy, and neatness of arrangement 
of the typed test, the same as in the School 
Division. 


TEACHERS who are entering school teams 
should write immediately for the Typewriting 
Contest Blank, which is to accompany each 
club of tests. 


Type for wictory! 


Attention, Teachers! 


HERE is a minimum of twenty-eight lines 

to a page required on the Competent 
Typist Test. Papers having fewer than twenty- 
eight lines are automatically disqualified. 

The Competent Typist Test is to be taken 
for a ten-minute period only, and the material 
especially for this used. If 
Gregg Writer Typing Awards are desired, the 
Gregg Writer Typing Test material is to be 
used—this is a fifteen-minute test. Separate 
blanks provided for each of and 
applications 


prepared award 


are these 


should be made accordingly 


Effective Use Can Be Made 
of Awards Won 
E just chanced on an 


News the 
Agency reporting that 12,000 of 


old note trom the 


Bureau of Railway Express 
their drivers 
received “merit cards” for maintaining a 
fect record in driving in 194] 

These merit awarded 
as part of the company’s Safety 
president personally the 
those men whose no-accident driving 
covers a five- to seven-year period. The pres- 
entations are the cities and towns 
where the drivers are employed, and in many 
instances are participated in by the mayor, 
the chief of the traffic police, or the head of 
the local safety council. 

It goes to show that even men with a hard, 
gruelling job to do, such as piloting trucks 
through crowded city streets, appreciate and 
work for these tokens of work well done. The 
medals that are awarded our Army and Navy 
men for bravery and initiative in action are 
valuable, too, in that they distinguish the men 
who win them as above average in their ranks 

In the same way, the certificates and prizes 
awarded by the Art and Credentials Depart 
ment distinguish the work of the students or 


per 
safe 
cards are each yea 


Phe 


awarded 


Plan 
signs cards 


record 


made in 
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stenographers winning them as of superior 
skill. They testify to an accomplishment that 
every good shorthand writer and typist aims 
for. The students who earn awards 
can be brought to the attention of business 


men and school officials, if the presentation is 


these 


made with proper ceremony and the story of 
the achievement is sent to the editor of school 
the paper We recom 


news in hometown 


mend it! 


Women Workers During Civil 
War, But No Typewriters 


if was during the Civil War that women 
were first employed as government clerks 
General Francis E. Spinner, Treasurer of the 
United had several hundred feminine 
workers appointed. For this pioneer service, 
men of the government departments 
erected a statue of the General in Herkimer, 
New York, near his birthplace. On the pedes 
tal is a quotation from the General: “The fact 
that I was instrumental in introducing women 
to employment in the offices of the Government 
than all the 


States, 


the w 


more real satisfaction 
deeds of life 


there were no typewriters in 


gives me 
ther 


But 


THE 
1714 

engineer, by Queen 
the machine 
ently never went be 


my 
that day 


first patent dates back to 
It was granted to Henry Mill, a British 
Anne. No description of 


and invention 


typewriter! 


th« 
the 
typewriter 


exists, appar 


yond patent stage 


America’s first patent went 


to William Austin Burt, of Detroit, in 1829. 
The machine was never manufactured. Its 
only model burned in the U. S. Patent Office 
in 1836 

Che first typewriters were manutactured at 
Ilion, New York, in 1873, by E. Remington 


Shol« s, 


machine at 


and Sons, gunmakers. Christopher L 
a printer, in 1867, had invented th« 
Milwaukee. Defects postponed the manufac 
ture until 1873. This first model struck capital 
letters only. Machines sold for $125. In 1878 
the Model 2 Remington. which had both 
Otherwise modern 
hanged little from 


cam 
small and capital letters 
typewriter keyboards have 
the originals 
rp 
Pur present universal typewriter keyboard 
like that on the first Phe 
arrangement was chosen because the type bars 
had a tendency to come together at the print 
ing point and stick under other arrangements 
but the United States, 
typewriter manutacturers, 


is about machines 


In every country 


Remington, early 
had to establish schools to teach commercial 
train typists 


however. 


subjects in order t American 
exist 


Moore 


were in 


Joseph A 


commercial colleges 
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April Test Material 


1/l clubs of test papers should be accompanied by a typewritten list of names to expedite checking 
and insure accuracy in making out certificates. April copy is good as membership tests until 
May 25, 1943) 


Senior O. A. T. Test 


INSTRUCTIONS: Type a correct copy of this rough-draft letter-tabulation as attractively as you can on 
a letterhead. Watch for errors in spelling, punctuation, or typing. Include today’s date, and show your 
teacher's and your own initials as dictator and stenographer, respectively 

Write at top of sheet length of time taken to complete the work 


op prant 


Dear Sir: 

the Blectrotyping and Stereotyping Industry is in this war, tee 
the use of someMmaterials has been liftted. Adequate supplies for the 
manufacturd of products are available at Pres€nt, and should con- 
tinue to be, provided conservation measures are adopted to the end that 
the industry be maintained to the fullest eztent possible under war 
conditicns. 


mai Geeseretion rf your requirements can be pyr met. ‘ou can co- 
operate most efiectively by oarrying out the following sugrdsticns; 


1. Schedule your orders so thut we nay have at leest 
me full day in which tovake and deliver your electrotypes 
after the receipt of type forms or ori@inals. 
Y 
2. Avoid mrking your orders “Mold and Xeturn,” or 
allowing your cypferapher to do so, unless absolutely 
nevessary. Such orders interfere with the regular 
movement and efficiemt grouping of work. 


3. Insist #¥ that your typographer or composing room 
look up guards close to live work--not more-than 
one-quarter inch space is needed. Key lines« 
tz 7 = C the Atr, 

4, Aid us in conserving our trucks, gasoline and tires 

ok" Naeemneans | for eneee on : ; 
C : , 


Pp 





Here is a schedule of our trucks. Plegse do not ask for special 
service. 
Spenthiy Dern M  — Dhane — Frihan 
Gan Faw oe pigsie 
; 3 -gv / oo 
30 /.60 
en cl 9:30 Zz A 
np (0:30 = WS LS 
MIS MS f° OD 
We feel assured that with your help in this effort, the industry will be 


granted negessary material requirements. Remember conservation is a vital 
war aid 


se 


Cordially yours 


ELECTROTYPERS & STEREOTYYERS ASSN OF NEW YURK INC., 
President 














































se 











April Competent Typist Test 


Use double spacing in typing this ten-minute test 
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(To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words for 
each error to get net words written. Divide this by 10 to determine the net words per minute. The number of 
strokes is indicated at the end of each line in order to facilitate counting the gross number of strokes written.) 

Strokes 


Did you ever realize that your company is known by the 
voice that speaks for it, whether it be the voice of the sales- 
man calling on a customer or the voice of the reception clerk, 
or, for that matter, any clerk or stenographer answering the 
telephone. What does that mean to you? Why, every time 
you send your voice over the telephone you are doing some- 
thing good or something bad to the reputation of your 
company. You are either building it up or tearing it down. 

If it is your job to sell by telephone, that is, if you have 
to answer the ring of the bell with a sales talk, or if you are 
to render a service, or are to make adjustments; whatever 
you are doing affecting your Company’s good customers 
relations, the more sell you put into your telephone voice 
the more dividends you will get out of it. This is simply be- 
cause your ultimate value is measured in terms of sales. If 
you do not make your voice understood, if you annoy your 
customers, you will not get sales and they will “hang up on 
you,” as the saying goes. 

Your company’s bread and butter is your bread and butter, 
and that, in a word, is a customer. Through knowing how to 
use the telephone skillfully and convincingly, you can make 
every telephone call a chance to make a sale or win a friend 
for your company, and incidentally for yourself. And what 
helps your business, you know, helps you. 

Have you ever wondered why they say, The voice with a 
smile wins? Simply because it is true. That kind of voice 
is the one you like to hear as you telephone. Over the tele- 
phone you cannot have a pleasing personality except it be in 
your voice and manner of speech. That is the only part of 
you that means anything to your telephone callers. They 
cannot see the sparkle in your eyes, your golden brown 
hair. They cannot see that you are beautiful, and, what is 
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more, they don’t care. However, they will know you, be- 
lieve you, like you, even though they never see you, if you 
have mastered the simple art of putting into your voice that 
something which is called a smile, which expresses friendly 
feelings and a helpful attitude. 

It is easy to forget to smile into the telephone when talk- 
ing with other people, many of whom are strangers to you, 
when interplay of facial expressions have no part in the con- 
versation. Perhaps that is why so many voices you hear on 
the telephone are more or less lifeless, with no friendliness 
in them. Your mental picture of a person with such a voice 
is not a very pretty one; you get the impression that you are 
talking to a machine, and you sometimes suspect that he or 
she is a moron, instead of someone who is really as human 
as you are. 

How do you sound to others, over the telephone? Do they 
get your smile? Do they like to listen to your voice, and are 
they responsive? Perhaps they wish there were some way in 
which they could turn you off like they can the radio. These 
are some of the questions you can ask yourself and find 
the answers to: Do you use your tongue, lips, and jaw 
properly, so that people can understand you easily, without 
straining their ears or having to ask you to repeat a good 
deal of what you say? Do you talk so rapidly that your 
voice sounds like a buzzsaw in their ears, or so slowly that 
they cannot tell when one sentence ends and another begins? 

We will assume that you want a good telephone person- 
ality. Then be very careful to acquire the habit of clear and 
pleasing speech. Here are the main objectives that you must 
strive to accomplish: First, to make yourself easily and ac- 
curately understood; and, second, to make the pleasing im- 
pression that brings a pleasant response. That is all there 
is to a good telephone personality.—Based on booklet of 
the New York Telephone Company. 


Strokes 
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SPECIAL NOTICE TO O. G. A. CANDIDATES 

We can no longer supply the O. G. A. Bracelet which was used as a club prize and 

a awarded to the winner in a team of forty qualifying papers. We have, therefore, sub- 
stituted the gold and enamel O. G. A. Pin previously reserved for teachers only. 
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INSTRUCTIONS: Arrange this letter 
Fill in your own name agd address and the dete. 


Junior O. A. T. Test 


neatly and attractively on a 
Change the salutation to read 
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letterhead if vou can 


procure one 


Dear Miss , or Dear 


Mr , supply @ name), and be sure to indicate the enclosures. 
Write at top of page number of minutes taken to complete this test 


Dear Madam: 


Now, more than ever, your furniture 
must last! This summer, more than ever, 
you'll be on the lookout for gay, durable 
slip-covers to brighten your home and pro- 
tect your fine furniture from the ravages of 
sun and dust. Accordingly, we have assem- 
bled an exciting new assortment of slip- 
cover fabrics, confident that they will meet 
with your enthusiastic approval. 

At a modest $42.95, our experts will cut 
slip-covers for your sofa, two chairs and 
five cushions, over your furniture; then 
custom-make them in our own workrooms. 
The sale price of these sets, which would 
regularly cost $52.50, includes contrasting 
welt of your own choice. 


We chose crash material, because from 
long experience we know that for sturdy 
durability there is no finer slip-cover fabric. 
We selected a variety of patterns to blend 
with every type of room. They are pre- 
shrunk, and fast to sun and suds. We'll 
make matching draperies for you, too, if 
you want them. You will find a few sam- 
ples of the fabric and designs enclosed with 
this letter. Feel them, examine them in the 
light of your own needs. Have you ever 
seen a better buy? 


Shorthand and Typing, Plus 


A Quiz 


YHORTHAND and typing are, of course, 
S the foundation blocks of the stenographer’s 
vocational skill. But more is needed than the 
ability to take accurate notes at an acceptable 
speed, to read them back without hesitation, 
and to type neatly at a standard rate 

he stenographer must know how to turn 
notes into an acceptable type- 
and this involves a knowl- 


those artisti 
written transcript 
edge of the rules of spelling, punctuation, capi- 
figure word usage, and 


talization: of usage, 


sentence structure Yes, transcription is a 
mass of detail 

Each of the following sentences introduces 
one or more transcription problems. Some are 
correctly handled; others are not. Read each 
If you think any part of 
it requires change, rewrite the sentence in 
what you consider the preferred form. Then 
consult the key on page 430. 

This key is more than a “right or wrong” 
list. The earnest student will use it as a guide 


sentence carefully. 


to remedial study 
\ deduction of 5 points for each mistake not 
caught will show you where you stand 


1. The back 
long. 

2. The left margin of the sheet should be at 
least 3-4 inch wide. 

3. He will have to change his attitude, he 
is lacking in co6dperation. 

4. As our city is in a defense area, our 
office hours are to be lengthened 
Howe, $ 8,746 Crescent Place, 


corridor is 10 feet, 6 inches 


5. Mr. C. J 





Plan to pay us a visit, won’t you? Our 
sale ends May 1. 
Very cordially yours, 
Slip-covers, eighth floor 
frranged by E. LILLIAN HUTCHINSON 
Baltumore, Maryland My Dear Mr. Howe, 


Thank you for your nice order, etc 


6. These 3 orders are to go with the other 


CC. 6. DBs 

7. They are asking what our usual discount 
1s 

8 We have never resorted to such cut 
throat methods—and never will, in endeavor 


ing to compete 

9. The president of their company ts ad 
verse to making the change at this time 

10. We take pleasure in announcing that M1 
John Lockwood, Jr., will join our sales staff 


on May 1 
| 


ll. This laundry is the largest « 
laundry in the East 


ommercial 


12. Important sale of boy’s and men’s suits! 


13. Her brother saw action in the Philli- 
pines 
14. Our purchasing agent, Mr. Dugan, is 


revising the schedules 

15. Employ spare moments in reading worth- 
while books and articles 

16. The delivery is promised at 10 a.m 

17. Mr. Lewis will be in Cleveland, O., un 
til June 5th, 


18. We should like to accomodate 
this matter but our terms are strictly cash 


you m 


19. The point-rationing system covers pro 
essed fruits and vegetables—canned, dried, and 
frozen. 

20. Please send the 
initials are G.L.S., for 


stenographer, whose 


some dictation 
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The World Hates a Quitter 


YQ) long as vou won't acknowledge it, you 
Ne, iven't failed. Suppose one thing has 


) gone wrong—make something else go right 


This is such a busy world that we haven't 
to recall unimportant things, and if you 
't keep reminding us, we will forget all 

it the incident 
But 1f you walk around with the badge of 
spair in your face and reference to the past 
your talk, how can we he 
Your greatest trouble is your egotism. You 


Ip remembering ? 
tatus in the scheme of 

You imagine that your misfortunes ar 
it as fresh in everyone else’s thoughts. but 


it you want the truth, we don’t know that you 
are living except when you force us to realize 
that you are alive 

The fact that all creation has made up its 
mind that you are done for doesn’t settle your 


tate one jot. You are the only man who can 


decide The world does not condemn you 
when you fail, trying, so long as you don’t fail, 
crying. It does hate a quitter 

We all fail, even those of us whose careers 
have seemed to be unbroken successes, but we 
kept the secret tightly locked in our own bos 
oms and managed to laugh to the world until 
we had it laughing with us instead of at us. 


SHARING OUR MAIL WITH YOU 


V-Mail from New Guinea 


HI (;REGG V RITER 


has always been on my 
eading list ever since I began taking an 
nterest in commercial subjects in high school, 
but it was not until I came to New Guinea that 
really began to appreciate it. It is proving 
be that contact providing the necessary men 


tal stimulation encouragement so neces 





sary Recently, for reasons which will be- 
come clear to vou, I have given more than the 
isual amount of attention to that part which 


usefulness and general value and 


tility of shorthand.’ 

» tiv alte £ iduatio Iro. higl school 
| started the study of shorthand at the main 
Y.W.C.A. in Cleveland, Ohio, under the tu 

rship of the head of the commercial depart 

nt there, Miss May Freligh. I undertook it 


tly a a hobby and to cultivate a bette 
wledge of the English language, and 


my time was limited, it took me three years to 


since 
complete the course at the rate of one lesson 
1 week. I began putting it to practical advan- 
tage almost at the outset, with several firms 
me of them was the Cleveland branch of the 
French Line), unti! the outbreak of war; then 
is personal secretary to the president of the 
C. F. Lusk Company, Cleveland, Ohio, and 
finally to my own interests, when I took over 
the Servwell Products Company, Inc., 6523 
Euclid Avenue, Cleveland, Ohio, as president, 
which occupation I pursued until the time of 
my induction into the armed forces toward the 
latter part of last year 
I was assigned to the Air Corps and be 
uuse of my clerical experience was almost 
nmediately assigned to a unit, and soon 
ereafter was sent overseas. During this 
time, there was not much opportunity to use 
shorthand, but, to keep in touch with it, I kept 


a diary in it. Things continued in this man 
ner, but reached a climax a short time ago, 
when I met a fellow soldier by the name of 
Francis P, O'Connell 


after considerable questioning, was quite a 


O'Connell, I learned 


vriter of poetry, prose, and fiction, and I im 
mediately saw the possibilities of a collabora 
tion, for by making it easier for him to write 
he was thereby encouraged 

His production jumped by leaps and bounds, 
and, to make a long story short, Johnson, the 
local Time and Life correspondent, heard about 
him and furnished Time with quite a story 
on how |} It stressed especially the 
fact that he would often wake 
night with an idea, and by the light of a flash 
light I jotted it down in shorthand. I un 
vas published, but 
Now, |! 
come to the real purpose of this letter. It was 


my thought that you might be interested in 


e wrote 


ip during the 


derstand that this material 
I cannot furnish the date of issue 


covering such an unusual adaptation of short 
hand in some future issue of yours 

Here’s another thought. Here in the jun 
gles of New Guinea, every fellow is hungry 
for news, but news sources are limited to a 
camp paper. It is possible to hear the short 
wave from San Francisco, but naturally this 
is limited to a few. Recently, I undertook the 
assignment of listening to as many news 
broadcasts as possible, including the sports, 
and incorporating this material in the camp 
paper. So, I venture to say, the fellows in 
this outfit are very well informed 


[This interesting letter from Private S. J 
Haretik arrived just as we were going to press 

no time to make a cut of it to show you 
how beautifully he types ! We'll be glad t 
receive further details.—ditor.| 































































By CHARLES LEE SWEM 
Offical Reporter, New York Supreme Court 


OME people, it would seem, are born pass 

ers of examinations; others are appar- 

ently born flunkers. No doubt there are 
some to whom the spur of being placed “on 
the spot” calls forth qualities that make them 
do their best, while others in the same circum 
stances find themselves so tense and over 
anxious that they are beaten almost before 
they start 


IT is so not only among shorthand writers 
and reporters, but we can reach into almost 
any line of endeavor and find an analogy 
There are baseball pitchers who rank but 
little more than mediocre, yet who, when the 
pennant race is hottest and a particular game 
must be won, invariably receive the pitching 
assignment for that game. And, with rare 
exception, they win it. “Money pitchers” they 
are called in sporting parlance. It is not that 
such a pitcher is any better on that particular 
day than he is normally, but he is so dis 
ciplined in his make-up that the manager 
and everybody else who knows him is aware 
that he will make no errors through lack of 
muscular or emotional control; that he will 
force himself to pitch the best game of which 
he is capable, which on that particular day will 
be just a little better than the more brilliant 
fellow might be able to do but usually won't, 
because he has not the disciplined control of 
himself that the “money” man has 


IN the shorthand reporting field, where the 
successful passing of a reporting examination 
is rapidly becoming a country-wide requisite 
to official appointment, the phenomenon to 
which I have just alluded is a common one 
In every examination, there are good re- 
porters who fail but who in their daily work 
are probably as competent as those who pass 
After every examination, one invariably hears 
complaints by those who fared badly, com- 
plaints of nervousness, of bad position, of mis 
hearing, of misreading, of too much heat in 
the room, or too little! Many of these com 
plaints are obviously trite “alibis,” but others 
are unquestionably sincere. There must be an 
answer to it—not such a trite, overworked 
answer as “nerves,” for “nerves” get us all 
in an examination, the winner as well as the 
loser—but an answer which will explain why 


THAT EXAMINATION BUGABOO 


Why some writers get “nerves” in an examination; and why 
successful contestants are uniformly good in examinations 
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a case of “nerves” will key one man to the high 
pitch of pride and resolution to do his best 
and will let the other man down 

One answer, of course, is that the man who 
passes simply possesses more shorthand speed 
than the one who fails. It is a good answer, 
and in a given majority of instances it is per- 
haps the true one. For almost any case of 
“nerves,” there is nothing in the world of 
sounder therapeutic value than a little extra 
ability, a few more words per minute. But 
there are some to whom that easy solution 
apparently does not apply, who would yet go 
to pieces even if by some magic they were 
endowed with the speed of the champions 
And, remember, if you will, that I say “en 
dowed,” as distinguished from the process of 
acquiring it by one’s own efforts 


I DO not know that I am anatomist ot psy 
chologist enough to know the true answer, but 
there are times when I believe that a long 
experience in competing in contests and ex 
aminations has presented a fairly satisfactory 
solution, at least to me And I believe it is 
close enough to the true answer to be worth 
writing about and passing on for the consid 
eration of others. I present it humbly in that 
spirit. 


FROM 1909 to 1927, the National Shorthand 
Reporters Association conducted yearly con 
tests at various speeds ranging from 150 to 
280 words a minute. Also, in the 1920's, the 
New York State Shorthand Reporters Associ 
ation conducted contests During that time 
hundreds of reporters competed. Only a com 
paratively few won, as is natural, but a great 
many other. writers had the disciplining expe 
rience of writing at definite, fixed speeds and 
of qualifying at those speeds, many of them 
only slightly behind the winners. Many re 
porters entering the contests for the first time 
with the boastful notion that they could write 
250 words a minute, were shocked to find that 
they could not qualify at 150, but remained to 
practice and compete again until they did even- 
tually write 250 words a minute and no foo!- 
ing! Whatever other merits or demerits these 
contests possessed, they have two definite ac- 
complishments to their credit: They helped 
hundreds of reporters acquire a discipline of 
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and hand under contest conditions, and 
they established definite standards of speed, 
ccurately determined, where there had been 
betore only loose talk and boastings f untested 


Now. coincidentally with those contests, and 
still existing today, there has been in New 
York State state-wide Civil Service Once 


held for 
Reporter in 

Chis 
reporting 
Che competition 


every four years an examination is 


+} 


ie position of Supreme Court 
the New York City district 


tion 1s probably the stiffest 


examina- 
exami 
nation held ie country 
fastest writ 


the 


is always keen, with 


ers of the 


many otf the 


country competing cach time 
examination is held 
An observation of the results of this particu 
1909, when the 
national contests really began, reveals that up 
held a ago 
woman with 
the 
been a rec- 


lar examination since the yea 
to the very last examination 
in New York City, 


one except m W 


year 
every man 
ho has headed the list in 
Supreme Court examinations has 
ognized shorthand contestant lo me the re 
the last 


announced only a 


sults of examination, which were 


mont! especially 


azo, af 
revealing and significant. The successful candi 
that 
young lady 
barely 
training that enabled her, taking the Suprem« 
Court examination for the first 
hirst place yn the list ] 
Mengelkoch, 
Court reporting 


dates of examination were headed by a 


who, back in the contest days, as 


more than a schoolgirl. secured the 


time, to win 
Miss Alice 


of the Su 


refer to 


a member 


Stall 


who is now 


preme 


PERHAPS the significance that | 
this parallel 
the ability to excel in a Supreme Court ex 
amination is not conclusive, but I do find in 
it much more than coincidence. I do not place 
much upon the fact that in 
instance the Number | writer on the list prob- 
ably possessed a little greater shorthand ability 
than the but the significant 
fact to me is the reason they were better writ 


attach t 


between contest experience and 


too stress each 


ones following, 


ers and were able to establish it on the ex 
amination They entered the examination 


with the confidence of knowing that they had 
been tested for it. Chey knew what the speeds 
were to be and they had no qualms about their 
ability to write them, for they had trained 
themselves to write at those speeds in con- 
test work, definite speeds are definite 
speeds, where errors are errors, and not loose 
talk. 
rhe 
who has not had the chastening experience of 
writing dictated rarely knows 
what his speed or ability is. He is too apt to 


where 


average reporter, in my experience, 


against copy, 
get hazy notions as to what he can do—sin 


cere notions, but totally erroneous—by report 
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g, say, a fast witness expels 150 yrds 
so in one breat n half a minute Twice 
150, he figures, is 30 , he can write 300 
words a minut He takes an exan ti 
with that notion, ar n he discovers that 
¢ cannot keep uy th the dictators, even at 
200) ords a minut the shock throws hn 
nt i state of contusion where he loses man 
ind mental control a! d goes t neces His 
natural and sincere explanation is “nerves 
Of course he got nervous—so did t Number 
l writer but the N ber l writer eally 
knew what 200 w minute is like, not 
for a halt-minute but for eight tull minutes 
and was prepared tor it, nerves rno nerves 
It is hard tor the one vy tails t vercom 
the “nerve” explanat Some do, a1 begin 
t ey is t mtestants ive aired 
by learning first what definite speeds are, and 
then schooling themselves to taking dictation 
m counted speeds, f t intervals, and 
gvainst « V 
MOST reporters are not accustomed to that 
sort of writing, not even when they attempt t 
tice for an examinati lay aft ) 
they ite t fleet itt witnesses 
im awyers as t t ive |! ) inent 
tracings except the marks that t te 
makes in his notebook, marks that are un 
checked and uncheck ible hat very incheck 
ability of the transcript he turns in ts a breed 
of habits that militate against him when he is 
brought tace to face with a situation, as in an 
examination, where s trans« t 1s cked 
against copy, where every jot and titth in 
error 1s charged against 
Even when hk practices tor an ¢cxXaminati 
does he practice as the contestant does Does 
he ever take a practice examination given un 


conditions, and then transe? 


t to be checked 


der simulated 
under examination rules 
simulate examination 

reads back with his 


him and cor 


it, 
Usually not. He may 
but 


practicers, who follow 


, 
usually fhe 


conditions, 


tellow 


rect him when he makes an error; depending 


unconsciously upon a second chance when he 


aw holly false 


abl 


errs, and lulling himself into 


confidence in what he will be to do in an 


examination 


Just as Skill is Developed 
by Practice 
automatic de 


of itself.” Will 


decision. resourcefulness 


HE 


vice 


human mind is not an 


It will not 


1 
take Care 


power, originality, 


initiative, imagination courag< these things 


are not gifts. They are results. Every one of 
these qualities can be developed by effort, just 
as muscles can be developed by exercise The 
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April, } 








April, } 





Crece Wrirer, April, 1943 429 


WHo’s WHO IN SHORTHAND SPEED 


Can You Write 175 Words a Minute? 
Asks EXAMINER A. A. BOWLE 


1 minute for 


n difficul 
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guard with great care the business confidence 
Illinois that come as a atte ot course to em 
. ho | ive charg I it inting records 
tida ‘ 11 ‘ ‘ 
Vho nandie tax and other financial mat 
Women, on the iole, have as much 1 
m . 
aptitude for acc 


I Ula os 

made up entirely of girls, there will 

many who have a natural aptitude for a 
g and mathematical subjects generally 


group ot boys of equal numb 
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No comma t 1 between feet and 
t express sidered ‘ it 
[he style 3/4 is preferable, as 
terpreted as ‘ 
3. A semi A I d (f wed by 
‘ il}, should re t ’ 
. 4. Correct is t mn t ving i iu 


blood vessels in { order 
blood 3 


reduc 






































Key to Sergeant Purcell’s Notes 13. “Philippines 


























settling 


activity 





tw , . ' 
‘ s i t be apitalized; 
the — 
drill ill numbers s l me Ss 
( 0 D.'s 
re t . 
4 questior k 
\ 8. A second S < tea f 
7 “ I t ~ 
4 he ‘ t “ se 
i Commas t $ t i 
dis , 
l. “East” correct ulized when ref 
i section of the country 
‘Boys’ ’ s the plural possessiv 
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s. When used before a noun as a compound 
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the 16. Only ne period is needed after an 
viation at the end of a sentence 
registrant 17. Two m kes “Ohio” s Id always 
me spelled out, even in address lines; and th 
persons needed after date 
oan 18. Two mistakes: “A mmodate misspelled, 
a comma _ should eparate the two independent 
Ray cla ises 
Local 19. Three style details correctly handled 
hear inserted in a m nd adjective before a 
- dash used with the force t “that is,” and 
matter inserted before “and” in a series 
extend 20. No commas s appear around 
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Believe It or Net! 


The World’s Richest Man Found It Didn’t Pay 


Written for the 


War Savings Staff, U. S. Treasury Department 


By ROBERT RIPLEY 


_ ff 
mM tna » saad ra Ucey “an <J ar — . i - 
c f 
(4 f 
Y f 7 ¢ ? \ 
cc /-F —o 7 jC 
g A @) 
¥ . - P P ¥ > 
d “yy e aL —_ o_—. . d 
. a ? ‘ 
= 7 | _ —- Cc ~ - ~ f 
7 
) . 4 > iy At 
P ) a aun a* re, ‘ 4 f C t ies 
ff 4 
Bei a ¢ c Zz — 
- ; 
& 
, , ) ; 
, 2 2 a = < i > = 
a ) —_, - > 
hn - c fo c L > _— 
a 
) 
- cc? , os c 7 Laie Slo wk ne re 
— 
) , 4) ) 
e Nake Lilaccar _/- y = c 
d ¢ 
- “~ 7 y 
> ¢ A he @ , XX , 
—_ —y ‘ = a o - > = 
‘. ] 
4 4 ai c co Co ‘ X 
) 
— 7 a c —_ f- \N 
. 
Co - _ J y — = 
= ft , 
C ' 
> C 
ee Gar 7 ? . 
— - = = 
Se ae ee ia i 
_ . 4 q 
Vlinttwveb 





2 


























Tue Grece Warrer, April, 





¢ 


ROAD TO VICTORY! 
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Alert Today—Alive Tomorrow 


An “Order of the Day” issued while New York City C.D.V.0. Chairman 


By JAMES G. BLAINE 
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Drill on words in the Short Vocabulary of Chapter Twelve 


By JANE H. O’NEILL 
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The Cost of Colds 


With suggestions for their prevention 





from “Clement Comments” 
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— From “Dots and Dashes” 
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The Test of Humor 
From the “K. V. P. Philosopher” 
issued by the Kalamazoo Vegetable Parchment Company, Kalamazoo, Michigan ( 
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WHEN you gtaduate from Gregg, 
the chances are you'll go to work for 
some war industry. Fast, efficient produc- 
tion on your typewriter will then be 
important to you — and to America’s 
all-out war effort as well. You should 


in your typewriter and helps you to space 
letters and reports evenly. You'll find 
you have fewer letters to re-type for 
proper spacing. 

To remove the carbon paper, simply 
pull the white scale. The papers separate 


learn right now all the short-cuts to neatly. There is no need to touch each 





/ better, quicker typing. carbon and risk smudging your fingers 
cj One of them is Webster's Micrometric, or copies. 
the new kind of carbon paper being used Now is the time to learn about this 
| by progressive businesses everywhere. short-cut to faster, neater typing. Ask 
A numbered scale is actually a part of — your school supply department for the 
. each sheet. This scale is always visible special school pack. 


CONVENIENT ORDER FORM for SCHOOL SUPPLY DEPTS. 


Trlr TTT 
- Send this Coupon to Wi GREGG PUBLISHING CO. 
270 Madison Ave., New York 

All up-to-date schools are now 
ordering Micrometric Carbon 
Paper from the Gregg Publishing 


Please send me packs of Micrometric Carbon 
Paper for school use at 74 cents per pack pius post- 


age. Address bill to 





' 
‘ 
' 
' 
' 
' 
' 
X Z * . 
Avn@ Company. Thecouponisforyour 
aL convenience. : ____ ee  e e 
' 
8 School isaiiasiiliaiaicenepeenieand Si = recossnsenesqsensensets 
2) F.S.WEBSTER COMPANY a 
< 17 Amberst St., Cambridge, Mass. Bo City oc cecssseeennne i sceniceccininencnttnsinaniaias 


Zo = 
: Please mention the Greaqg Writer when answering advertisements 
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New Gregg Boahs 
PUBLISHED OR TO BE PUBLISHED IN 1943 


RATIONAL DICTATION STUDIES, 4y McNamara and Baten. An advanced 


shorthand text. New from cover to cover. Set in type, with shorthand outlines in the 


margin. List price, $1.32 


GREGG SPEED BUILDING FOR COLLEGES, 2) Gregg. 160 assignments of the 
most effective speed-building material yet published. The letters and articles have never 
before appeared in print. Arranged in cycles of five assignments. List price, $1.60 


GRAPHIC TRANSCRIPTION, 4) Berlin, Nunes, and Fromberg. An 80-assignment, 
all-shorthand text for advanced classes. Each assignment contains a basic English 
principle Thought questions on content of dictation, vocabulary-building exercises, and 


original pen sketches are attractive features. List price, $1.60 


MOST-USED CIVIL SERVICE TERMS, 4) Foote and Strong. A vocabulary cross 


section of governmental Agencies and Departments, with Gregg outlines. List price, $.60 


PRACTICAL BOOKKEEPING FOR SECRETARIES AND GENERAL OFFICE 
WORKERS, /y Freeman, Goodfellow, and Hanna. New kind of bookkeeping text 
Definitely vocational, but stresses those bookkeeping skills needed by a// office workers 
Integrated with arithmetic, handwriting, spelling, office practice, and business ethics 


Profusely illustrated featured by original pen sketches. List price, $1.84 
CODE TYPEWRITING, 47 Bauernteind, et ai. A complete treatment of code typing 


from the beginning. Covers the subject from every angle and contains an abundance 


of practice material 


A FEW OF OUR 1942 PUBLICATIONS 


American Business Law, by Rosenberg. List price, $1.80 
A Refresher Course in Gregg Shorthand, 4) Gregg. List price, $ 2B 
Army Office Training, 4y Allison. List price, $1.00 


Directed Homework in Gregg Shorthand, by Young. List price, $ 88 
General Record Keeping, Second Edition, 4y Dalrymple and Heiges. . List price, $1.32 
Teach Your Fingers to Spell, Second Edition, y Craig and Lesli List price, $ 60 








To get Gregg results, use Gregg Materials. 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 








Please mention the Gregg Writer when answering advertisements. 
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KEEP YOUR Esterbrook 


GREGG - APPROVED 
FOUNTAIN PEN 
“at your service LONGER 


Material shortages, priorities, and armed-service 
requirements may make it difficult for you to re- 
place your Esterbrook Gregg-Approved Fountain 


Pen. 


Do your part by conserving your 
simple rules will repay you: 


pen. These 


1. Use good fountain pen ink. 





2. Never mix inks — this may cause sediment. 
Clean pen well before changing color or brand 
of ink. 


3. Immerse entire point to fill wipe away all 








excess ink. 

. In replacing cap, hold pen point up, permit- 
ting surplus ink to run back into feed — screu 
cap on tightly to prevent leakage. 

5. Keep pen filled. 


. Carry in upright position. If left lying fiat, 














excess ink may seep into cap, necessitating 
cleaning of point and inside of eap. 

. Flush out ink reservoir often with water 
(never hot). Keep point clean. 

. Never lend pen point adjustment may be 
disturbed. 

. Hold pen lightly ink will flow easily with- 


out pressure. 











THE ESTERBROOK PEN COMPANY 
36 Cooper Street, Camden, N. J. 


bstectivuk 


GREGG-APPROVED Youstain Pen 














